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This schedule applies taJniversity of Washington

Scope of records retention schedule

This records retention schedule authorizes the destruction/transfer of the public records of the University of Washiragtog telthe unique functions of the
university. The schedule is to be used in conjunction with $tate Government General RecrBetention Schedule (SGGRRB)ch authorizes the
destruction/transfer of public records common to all state agencies.

Disposition of public records

Public records covered by records series within this records retention schedule (regardless of foustabemetained for the minimum retention period as
specified in this schedule. Washington State Archives strongly recommends the disposition of public records at the @ndiofrthen retention period for the
efficient and effective management of statesources.
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requests.

Revocation of previously issued records retention schedules
All previously issued records retention schedutethe University of Washington (excludibyVMedicine) are revoked. The University of Washington must ensure
that the retention and disposition of public records is in accordance with current, apgn@cords retention schedules.

Authority
This records retention schedule was approved by the State Records Committee in accordance with RCW 40 Dé@5akm7, 2022.

Signature on File Signature on File Signature on File Signature on File

For the State Auditor: For the Attorney General: For the Office of Financial Managemen The State Archivist:
Al Rose Suzanne Becker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent of Revision

1.0 June 6, 2012 Consolidation of all existing disposition authorities (with some minor revisions).
1.1 September 5, 2012 | Minor revisions.

1.2 December 5, 2012 | Minor revisions (especially to Grant and Contract Accounting, Intercollegiate Athletics, and Payroll sections).
13 March 6, 2013 Minor revisions.

14 June 5, 2013 Minor revisions.

15 September 4, 2013 | Minor revisions.

1.6 March 5, 2014 Minor revisions.

17 June 4, 2014 Minor revisions.

1.8 September 3, 2014 | Minor revisions.

19 December 3, 2014 | Minor revisions.

1.10 March 12, 2015 Minor revisions.

1.11 September 2, 2015 | Minor revisions.

1.12 December 2, 2015 | Minor revisions.

1.13 March2, 2016 Minor revisions.

1.14 June 29, 2016 Minor revisions.

1.15 September 7, 2016 | Minor revisions.

1.16 December 7, 2016 | Minor revisions

1.17 March 1, 2017 Minor revisions

1.18 June 14, 2017 Minor revisions
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2.0 September 6, 2017 | Minor revisions
2.1 April 4, 2018 Minor revisions
2.2 August 1, 2018 Minor revisions
2.3 October 3, 2018 | Minor revisions
2.4 December 5, 2018 | Minor revisions
2.5 February 6, 2019 | Minor revisions
2.6 April 3, 2019 Minor revisions
2.7 Juneb, 2019 Minor revisions
2.8 August 7, 2019 Minor revisions.
2.9 October 2, 2019 | Minor revisions.
2.10 December 4, 2019 | Minor revisions.
211 February 5, 2020 | Minor revisions.
2.12 June 32020 Minor revisions.
2.13 August 5, 2020 Minor revisions.
2.14 December2, 2020 | Minor revisions.
2.15 February 3, 202 Minor revisions
2.16 June 2, 2021 Minor revisions.
2.17 February2, 202 Minor revisions.
2.18 April 6, 2022 Minor revisions.
2.19 June 1, 2022 Minor revisions.
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2.20 August 3, 2022 Minor revisions.
2.21 October 5, 2022 Minor revisions.
2.22 December 7, 2022 | Minor revisions.
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/19/58/01/ A&S: Speech and Hearing Sciences: Speech and Hearing Clinic (Speech Pathology and Audiology)........cceeveeiiiiiiieiniiiiie e, 98
LW oo [=To TN o) i =To [F o= i o o F T U PO PP PUPR T PPPPPTPN 99
/21/05/ Education: Teacher EAUCALION PrOGIAML.........coii ittt ettt e s ettt e e e sttt e e s aa b e et e e e aaa s b et e e e e aa b ee e e e e aabbe e e e e e aasbe e e e e e ambeeeeesanbbeeeeeeanbnneeenane 929
F2ar B ot 1= Yo TR0l =8 o 1 == 4oV PSSR 100
/22/15/01/ Eng: Aeronautics and Astronautics: F.K. Kirsten Wind Tunnel (Aeronautical LabOratOry).......ceeeeeiiiieeciiiiiiiiieieee e s ccrinnveeee e e e e e e e e s snnnes 100
A S Tol T Yo o) 1Y =T o [T g L= OO U PP PR PPPRPRPRI 102
[27/01/11/ Med: ContiruiNng MEAICAl EQUCALION. ........uuiiiiie ettt e e e e e e e e s e ee e e e e eeeeesesa s e e e teaeeeeeaaeaeeesesaaassatteaeeeeaeaeseessssaanssnteenreeeeeeeessanaannnsnrenes 102
/27/05/01/ Med: Biological Structure: Willed BOOY PrOQIaIM.........coiuuiiiiiiiitiete ittt ettt ettt e st e e ettt e e s e b br et e e s as b bt e e e e anbbe e e e e e sbreeeesanbbeeeeaannneas 102
[27/06/ Med: Comparative Med: AdMINIStrAtiON/VEL. SEIVICES. .....iuuiiiii ittt e et e bt e s e s b bt e e e e s b b et e e e e bbbt e e e e s bae e e e e e snsbeeeesannnreas 103
127/06/01/ Med: Comparative Med: DIBGNOSHIC LAD.........o ittt ettt e st e e e e s bbb et e e s s bb e et e s aa bbb ee e e e abbb e e e e s anbbbeeesannnneeeeesn 104
127/06/02/ Med: Comparative Med: ANIMEI FACIHITIES.........oii ittt e oot e e e ettt e e e s s bbbt e e s e bbbt e e e eabbe e e e e annbeeeeeennnnee 104
/27/06/03/ Med: Comparative Med: Transgenic ResouroggPam/Colony ManagEMENT.........coiuuuireiiiiiiieeeaiiteee et e e et ee e e st e e s s sbree e e s abbeeeeeeennnee 105
[27/10/ Med: Medical Education and BiomediCal INOMMELICS............uiiiiiriiiieeiie et e et e e e s s e e e e st e e s n e et e e s annne e e e nnnreeeens 107
127111/04/ Med: Rehab Med: ReSIAeNnt TrainiNg PrOQIAIML........cooi e e ettt s s e s e e e e e e e aeeeee et et e e e e aeetete b s asasasesaaaaeaaeaaeaeteeenssssessssnrnnnnnnnnnnnsns 107
[27111/07/ Med: Rehab Med: UW Employment Program (UWER).........ccooii it s s e s e e e e e e e e e e e e et et et e e e e eaete et asseseseeeeeeaaaaeeneeesnnnne 108
[27113/01/ Med: Allergy and INfECtIOUS DiSEaSES: AllBIQY .. ..cieiiieiiieieieiei e re s e e e e s et e e e e e et e et et e et eeae et ee et aaseeaeeaaaaeeetetaeeeaeeeeeetssann i aaaaeseaaeeaaaaeaaeees 108
127/19/01/ Med: Northwest Lipid RESEArQEBDOIAIONIES. ........ccoiiiiiii ettt e e et e e e e e a bt e e e e st bt e e e e bb et e e e e anbb e e e e e sabbeeeeeanneee 109
2 ST STl gTo o] o) BB =T o 11 Y A TP PTP R PPUPPP 110
/28/01/02/ Dentistry: Student SErvices AN AGMISSIONS. ......ciiuuiiiei ittt ettt e e e e ottt e e e e st et e e e e o b bt e e e e e e ahbb et e e e aabb et e e e abbeeeaeeaaabbeeeeeanbbeeeeeannbees 110
/28/05/02/ Dentistry: Officeof CliniC Services: ClINIC OPEIALIONS . .....i .uiiii ettt ettt e et e e e e b e e e e a b b et e e e e et be e e e e e aabb e e e e e abbeeeaeeaasbaeeeeananees 111
/28/16/01/ Oral Medicine: Dental Education in Care of Persons with DiSARILLES. ............uiiiiiiiiii e 111
/28/17/02/ Dentistry: Oral and Maxillofacial Surgery: Oral PathOLOgGY...........oeviiiiiiiiiiiiiie et s e e e e e e e et e e e e e e e ae e aerrer e e eas 112
/28/18/ Dentistry: Orthodontics: Faculty and GraduUate ClUNIC.............uiiiiiii e e e s s s e e s e e e e e e e e e e e ee e et eeeaetete et e e a e seseseeeaeaaaaaeeeeeeresnnes 112
128119/ Dentistry: Pediatric Dentistry: AGMINISIIEALION. ... ... ..uieieitiiieie e e e e e e e e e et e e e e e e ta s as e e s e e eaaeaeeeeaaateeeesasaseessssasasas i aaeseeaeaaeaeaeaaeeeeeeeeneernnes 113
/28/19/01/ Dentistry: Pediatric Dentistry: PeIatriC ClINIC...........oeiiiiiiiiiiice i s et e e e ettt e e s s e e e eeaeaeaee e et aeeeeseseaetstaan s e s aeseaaaaaaeaaaaeees 113
Jas ST g To o e B AN [N 610 o PP PPP P 114
/29/03/08/ Nursing: Family and Child Nursing: Center on Infant Health and DeVEIOPMIENL ........oiiiiii e 114
1347 Warren G. MagnUSON HEAITN SCIENCES CONLEL.......ci ittt ettt e e e ettt e e e ottt e e e s skt et eeee s ottt e e e e o bbe e e e e s ambbeeaeessnbbeeeeeabbeeeeesanbbneaeaeans 115
134104/ OFfiCE OFf ANIMEAL WBITAIE......eiiii ettt e e e e e e e e et s e ettt e eteeeeeeaassaaasaeteaeeeeeeeeeesaesaanssseeeeeeeeaeeeesseasssnnsseaeneeeeeeeeeesannnsnsennnnnes 115
/34/05/ EH&S: Department of Administration & Finance Office (DARQ)........oi i s et e e e e ettt e e e et e e e e e annbees 115
[34/05/017 EHES: RAIALION SATOLY.. ....iii i ittt ettt oottt e et e e e e o e e e e oo et et b ettt e e e e e e e e e o aabbe bt e e e e e e e e e e e e saannbbbbeeeeeeaeaaeeeaesannbnbeeeeeans 116
/34/05/02/ EH&S: BUilding @and Fire SAfEty OffiCe.......cooi ittt e e oo e oo oottt et et e e e e e e s e e e e s s abbbbeeeeeaaeeeees s nnnnrennees 120
/34/05/03/ EH&S: ENvironmental Programs OffiCE.........ei i ittt e e oo oottt ettt et e e e e e e e s e o abb e be e et e e eaaaaeeesaaaannbbbeeaeeaaaeeaaeaaaaanns 121
/34/05/04/ EH&S: Occupational SAfEty & HEAIN. ... ettt e e e e e e e e e oot bttt et e e e e e e e e e e e aa bbb be e e e eeaaeeeesaaaannnrnenees 126
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/34/05/05/ EH&S: Research and Occupatl Safety (BIOIOGICAL)...........uuiiiiiiiiiieiiie ettt e et e e ettt e e s e bbb e e e e e anbb e e e e e aenes 128
/34/05/07/ EH&S: Research and Occ Safety: DiVINg Safety PrOGLAM..........oiiiiiiiiieei ittt e et s bt e s b e e e e e s as b e e e e e e anbbe e e e e anbreeeeeeannneas 128
/34/05/09/ EH&S: ROS: Research Occupational HEAIN..............eiiiii ettt e e s st et e e e s aan b e e e e e an b e e e e e s anbreeeeeaaas 129
/34/05/10/ EH&S: Occ Safety and Health: RESPIFAtOrY PrOGEAINL........coiiiiiiii ettt e s et e e e e e b b et e e e e b b et e e e eanbae e e e e e asbreeesannnreas 129
/34/05/11/ EH&S: Campus Preventive Health: AUMS PrOQEAM..........cciiiiiiiitiiieeieeeee e e s e s sttt s eeeeeeaaeeeesssastateeeeeaaaaaaeeasasaassssaeaeeeeaeeeseessasanssnranereees 130
/34/06/01/ Health Sciences Administration: Health Sciences AS&F: UW Poster and.PROLO.........c..eoiiiiiiiiiii e 130
/34/06/03/ Health Sciences Administration: Health Sciences AS&F: Scientific INStruMENtS DIVISION........ccuvuiiiiiiiiiiie e 131
/34/06/06/ Health Sciences AdministratioH S AS&F: Clinical SKills and ASSESSIMENL . ........ciiuuiiieiiiiite e e e s e e s e ssebeeeesenneees 132
/34/10/03/ Health Sciences Administration: Center on Health and Disability: AULISM CENLEL.........c.uuiiiiiiiiie e 133
JEC 1 TS Yol aTo To ] I U1 o] o =T o PSPPI 134
/38/03/03/ PH: ENVIrONMENtal HEAILAKN...........ueiiiiiiiii oottt e et e e e e s e e sttt ae e e et e eeeeeee s e n s eebeeeeeeeaaaeeeese s s nsbesaeeeeeeaeeeaeesseannnssnraneenes 134
/38/03/06/ PH: Field Research and CONSUITALION GEOUP........iuuitieiiitttee ettt e e ettt e e ettt e e e e e atbe e e e e e aabb e e e e s st beeeee e e s bb e e e e e aabb et e e e abbeeaeeeaanbbeeeeeanbbeeeeaannrnes 134
/38/03/10/ PH: Occupational Epidemiology and Health OUICOMES PrOGIAL. ........uiiiiieiiiiiie ettt e e e e e e e e e e e e e e e s s s e ane et aae e ereeaeeesesannenreeeeeees 135
JA0/ Center fOr COMMIEICIAIIZATIAN. ... ... ettt ettt e e et oottt ettt e e e e e e s e s s s abebee e et e eeeeeeeesaaaaaab b e b e e et e e e e e aaeeeeeaaa R bbbt e e e e e e e eeeeeeaaaannnbebbeeeeeeaaeeeesannnnn 136
JZ 0 T[0T O AYAV A @< 1\Y, o] o] o I {4 AVZ=T 11T TN IR o =T 1= o U 136
JAOIOA] UW COMOTION FINMANCE. ....eiiieieiiiiiittte ettt ettt e e oo oottt ettt e e e e e e e e e s s aaa b e ettt et e e eeeeeaa s o s ba b be e ettt e e e e e e 44 s e a bbb e e e et e e e e e e e e e e aannb e nbe b beeeeeeaeeeeessnnbnbbenneeeeeeas 136
141/ Vice Provost for Planning and BUGQELING ..........ooiiiii it s s s s s st e s e e e e e e e e et et e eeeeeeaeteeteteea e e s e eeeeeaaeaaaaaaateteeeessaeessnsssasnnnasnseseeeeaeaaneeenssnsnsnnes 137
MN[0 =10 Lo [T A @ 1 (o = O PP PP PP PP PP 137
J R o] [ 1=To =0 i L=l = N0 o g 1T o PR 142
144]/15/02/ Oceanography: MariNE OPEIALIONS . .....c.ci ittt tee ettt ettt e e s et e ee e e e s e bb et e e s st be et e s o st b ee et e aas b b et e e s o st b et e e aan b b bee e e e aasbee e e e enbbeeeeeansbeeeeeeennneas 142
/46/ Bothell: Vice Chancellor for Planning and AQMINISIFALION . ........oiiutiii ittt ettt e e e sttt e e e s bt et e e e st b et e e e s aabeeeeesaabeseeeesanbreeeesanes 143
JA6/09/ BOhEIl: FACIIILY SEIVICES. ... i eteiiee ittt e oottt e e e ettt e e e e s aab b e et e ook b et e e oo 1a ket e e e e 2 aas b et e e oo oa bbb e e e e 1a bbbt e e e e aab b e e e e e e anbbeeeesanbbeeaeeeannes 143
o (o e N (ol g T\ |l R =Tl o] o £ S PP UOPPPPPPPUPPPPPTPP 147
e (o) ol I Y =T Vi F= U L=Tol o] £ ST TP T TP P TORPP 149
T Loy G TSy o Lo E] 1o o I U 11 0T Y 152
T L2 U | 1= o1 3 158
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UW General Schedule Dentistry Clinic

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZE(EE}'I\]TH;)I\,I\‘:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
91 12 49574 | Gold Slips and Logs Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides record ajold inventory and amount of gold used in dental procedures. May include Fiscal Year ESSENTIAL
Gold Log, which includes student name, patient name, date and amount of gold used in then OPR
procedure.
Destroy.
19 12 69414 | Graduate ProgranPatient Charts Retain until Deceased NONARCHIVAL
Rev. 0 Provides complete documentation of examination, diagnosis and treatment for gatemt then ESSENTIAL
receiving dental care including: periodontal, orthodontal, oral surgery, endodontic treatment OPR
procedures such as dental implants which require long term tracking. Charts may include: { Destroy.
Routing Record,-Rays logs, Admitting Record, Dertedurance Questionnaire, Problem and
Treatment Lists and Plans, Progress Notes/Treatment RecoreD@B)\Health History
Questionnaire, Fees Statement, Request for Radiographic Examination, etc.
91 347534 |Patient Charts Retain for 10 Years after Last NONARCHIVAL
Rev 1 Provides complete documentation of examination, diagnosis and treatment for each patient Treatment ESSENTIAL
receiving dental care includingeriodontal, orthodontal, oral surgery, endodontic treatment, 0 o, OPR
procedures such as dental implants which require long term tracking. Charts may include:
Routing Record,-Rays logs, Admitting Record, Dental Insurance Questionnaire, Problem ar Destroy.
Treament Lists and Plans, Progress Notes/Treatment RecordtB)Y Health History
Questionnaire, Fees Statement, Request for Radiographic Examination, etc.
95 07 55759 | Patient Screening RecordsNot Accepted Retain for 1 Year aftePatient NONARCHIVAL
Rev. 0 Provides a record of questionnaires or preliminary screening examinations of patients not | NotAccepted NONESSENTIAL
accepted for admittance to a cliniday include Admitting Report, Health History Questionnai then OFM
and Progress Notes.
Screening records of accepted patients become part of Patient Chart. Destroy.
UWGENERAL PagelOof 163
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UW General Schedule Dentistry Clinic

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEgI;’I\IT-II—g\II\I:CIE\ITI?ON DESIGNATION
NUMBER (DAN)
98 10 58844 |Prescription Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides record of each dispenseday, prescription drug, set of dentures, etc. Includes Daily| Calendar Year ESSENTIAL
Script Journal. Maintained as per RCW 69.41.042 then OPR
Destroy.
UW General Schedule Section 2 Environmental Health & Safety/Facilities Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(E?I\]TTL;)I\II\‘:C':\ITI?ON DESIGNATION
NUMBER (DAN)
12 06 68264 | Agency ReportingStatute, Regulation, or Rule Retain for 6 Years after End of NONARCHIVAL
Rev. 0 A record of reporting to outside agencies on both the state and federal level as required by | Calendar Year NONESSENTIAL
statute, regulation or rule. Includes USDA, L&I, OStelA then OPR
Destroy.
10 11 62305 |Building Use Permits Retain for 1 Year after Permit NONARCHIVAL
Rev. 0 A record of authorization from a Dean or department héadan individual to access a building EXPires NONESSENTIAL
or portion of a building. Required for students, temporary staff or temporary faculty using a| then OFM
building after normal working hours, as well as for some permanent faculty or permanent st Destroy.
accessing sensitive resehrareas. A record of the names of employees authorized to sign
Building Use Permits is retained by the UW Police and Building Coordinators.
10 11 62265 | Chemical Hygiene PlarLaboratory Specific Retain for 6 Years after ARCHIVAL
Rev. 0 Documentation of saty measures implemented in labs to ensure protection of employees | Superseded (Appraisal Required)
against chemical exposure. The lab specific plan is part of the overall Lab Safety Manual. | then ESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
Pagellof 163
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UW General Schedule Section 2 Environmental Health & Safety/Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEgEII\IT-II-:?I\II\I:C':\ITI?ON DESIGNATION
NUMBER (DAN)
10 10 62334 | Chemical Treatment Log Retain for 3 Years after End of NONARCHIVAL
Rev. 0 This series documents the discharge of treated chemicals into the sewer system. Calendar Year NONESSENTIAL
then OFM
Destroy.
10 04 62136 | Controlled Substances and Alcohol MistSducation and Training Records Retain for 6 Years after NONARCHIVAL
Rev. 0 This series provides a record of supervisors who conduct controlled substance and alcohol| Cessation of Duties NONESSENTIAL
NI} AYyAy3a aSaaiz2ya FyR /2YYSNOAIE 5NRARGSNI:E then OPR
RNA OSNDa& dfithe ¢gdBdatioNda@$als, lptilicies and supervisor training. As per 49 Destroy,
382.401.
10 04 62135 | Controlled Substances, Prograftdministration and Alcohol Test Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 This series provides a record of the administiatof the controlled substances/alcohol testing | Calendar Year ESSENTIAL
LINEINIY F2NJ/2YYSNOAFE S5NRAGSNDRE [ A0Syasd ¢ then OPR
O2y iNRtfSR adzoaidl yOSaklfO2K2f YAadzasS I yR Destroy.
al & Ay Ot dzR S pyShtreltodtdldiddiistanOetest chain of custody and control for
alcohol test form and results, previous employer background screen results if negative, etc.
also include agreements with testing facilities, testing policy and procedures, amtléogbooks,
documents relating to the random selection process, and decision to administeapoistent
tests or reasonable suspicions, etc. Required as per 49 CFR 382.401
10 04 62133 |Controlled Substances/Alcohol Test Resulidegative Results or Cancelled Tests Retain for 1 Year after End of NONARCHIVAL
Rev. 0 This series providesracord of negative or cancelled controlled substances test results and | Calendar Year NONESSENTIAL
alcohol test results, with a concentration of less than 0.02, for employees with a Commercig then OPR
5NAYSNRa [AOSyasSed {SS n¢dp / Cw oyHDPNAM TzNJDestroy
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UW General Schedule Section 2 Environmental Health & Safety/Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II-:?AI\KIZ%%?\I DESIGNATION
NUMBER (DAN)
10 11 62267 |Departmental Health and Safety Manual Retain for 6 Years after ARCHIVAL
Rev. 0 Department specific plan regarding to health and safety concerns and the prevention of | Superseded otpdated (Appraisal Required)
accidents. Also includes the emergency evacuation and operations plan. May include the | then ESSENTIAL
Accident Prevention Plan, Hazardous Activity Work plan, Hazardous Assessnirerstoral Transferto Archives for appraisa OFM
Protective Equipment or Job Safety Analysis. and selective retention
12 06 68273 |Inspection/Survey Records Retain for 6 Years after Last NONARCHIVAL
Rev.l Provides a record of internal and external inspections or surveys of environmental issues tg INspection ESSENTIAL
provide a safe and healthful workplace at the UWtludes inspections of labs and equipment,| then OPR

food handling, water quality, hazardous materials and waste management, and animal facil pesroy.
to ensure compliance with health and safety policies. Also includes prevention and assess
inspections by the Emanmental Health and Safety Assessment team and Washington

Department of Ecology inspections. May include inspection reports, test results, worksheets

10 11 62281 | Job Safety Analysis Retain until Superseded NONARCHIVAL
Rev. 0 Analysis of job for safety precautions and/or regulations. The analysis identifies the need f¢ then NONESSENTIAL
Personal Protection Equipment Assessment and Training. This documebermajuded as pari pestroy, OFM
of the Departmental Health and Safety Manual.
09 09 62091 | Notice of Laboratory Equipment Decontamination (UoW Form 1083) Retain for 6 Years after Service, NONARCHIVAL
Rev. 0 This form informs Facilities Services personnel that the equipment has been cleaned or | Date orSurplus NONESSENTIAL
decontaminated prior to service or removal for surplus. then OPR
Destroy.
10 04 62143 |Radioactive Waste Disposal Logs Retain for 5 Years after End of NONARCHIVAL
Rev. 0 Internal logs used by labs to assist in the completion of the Form 160. These logs may incli Calendar Year ESSENTIAL
Form 150, 159, 170, 176 or others designed by labs and considered an equivalent. then OFM
See Disposal of Radioactive Wask®rm 160 for retention of Form 160 Destroy.
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UW General Schedule Section 2 Environmental Health & Safety/Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEgEII\IT-II-IOOAI\Kl?%'\é?\I DESIGNATION
NUMBER (DAN)
10 11 62293 | Site Specific Safety Affidavits Retain for 6 Years after NONARCHIVAL
Rev. 0 Affidavits signed by teaching assistants or lab instructors veritgimgthey have been trained or T€rmination ofEmployment ESSENTIAL
the use of equipment and chemicals specific to the lab in which they are teaching or workin| then OFM
Destroy.
10 08 62298 | Survey RecordsRadiation Safety Retain for 5 Years after End of NONARCHIVAL
Rev.0 Survey completed by lab staff in regard to radioactive contamination levels in lab. Survey i Calendar Year ESSENTIAL
completed aftereach use of radioactive material and on a monthly basis as required by Rad| then OFM
Safety guidelines. Destroy.
10 09 62316 | Voluntary RespiratotJse Form Retain for 6 Years after NONARCHIVAL
Rev. 0 This series provides a record of employees who voluntarily use disposable filteriqgidaee | 1€rmination of Voluntary Use NONESSENTIAL
respirators. then OPR
Destroy.
UW General Schedule Section 3 Curriculum Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQE(B?I\IT-II-IC())I\II\IAAC'I\ITI?ON DESIGNATION
NUMBER (DAN)
10 11 62236 | Accreditation Documentation Retain for 6 Years after ARCHIVAL
Rev. 0 Statistical, descriptive and evaluative materials necessary for a program, college or school | Accreditation or Until (Appraisal Required)
maintain accreditation with the professional association which sets the standards for that | Superseded by New NONESSENTIAL
particular discipline. Accreditation OFM
Materials must have been created specifigdtir accreditation. then
Transferto Archives for appraisa
and selective retention
Pagel4 of 163
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DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ?I\IT-II—:?I\'I\]:C':\ITI?ON DESIGNATION
NUMBER (DAN)
10 11 62239 |Course Comment Sheets Retain for 5 Years after Tenure NONARCHIVAL
Rev. 0 A record of the evaluativeomments written by students regarding the content and presentati APProved or Denied NONESSENTIAL
of a course. After comments are compiled by the Office of Educational Assessment, comm then OFM
sheets are returned to departments. Destroy.
11 08 62670 |Course Materials Retain until No LongerNeeded NONARCHIVAL
Rev.1 Materials created and used as the basis for the content of a course. May includentgss, | for AgencyBusinessPusOne ESSENTIAL
PowerPoint slides, podcasts and other recordings such as Panopto, Zoom or other confere| Academic Qarter OFM
platform recordings. then
Destroy.
10 11 62248 | Program Review and Evaluation Retain for 6 Years after End of ARCHIVAL
Rev. 0 Documents the internal and external evaluation and review of graduate and undergraduate| Calendar Year (Appraisal Required)
departments, specigrograms/interdisciplinary centers/institutes within a specific school or | then NONESSENTIAL
_college. May iqclude comments from outsi(_je sources, students, faculty, administrators_, oth( Transferto Archives for appraisa OFM
mterestgd parties, and institutional comparisons. Includes 10 year departmentahssifation | 53nd selective retention
and review.
10 11 62253 | Textbook Desk Copy RequéstPublishers Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Requests from faculty or staff to publishers for a free desk copy of a textbook being used in Quarter NONESSENTIAL
classroom. May include correspondence. then OFM
Destroy.
10 11 62251 | Textbook Orders Retain for 1 Year after End of NONARCHIVAL
Rev.l Requests for course textbooks. Quarter NONESSENTIAL
then OFM
Destroy.
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UW General Schedule Section 3 Curriculum Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEgEII\IT-II—g)I\II\I:CI:\ITI?ON DESIGNATION
NUMBER (DAN)
86 6 36961 | Time Schedule Changes (Requests for Change in the QuarterlySahexlule) Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Requests from academic departments to list a new course or to change the listing for a cou Quarter NONESSENTIAL

the forthcoming Time Schedule. Changes formerly submittadorm UW 26606 now then OFM
transmitted via email. Destroy.

UW General Schedule Section 4 Materials That NeayDisposed of Wit

hout Specific Retention Period

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZE(-;I;'I\IT-lI-g)I\II\I:C';‘TI?ON DESIGNATION
NUMBER (DAN)
12 09 68323 |Lists/Logs Retain until Reference Purpose NONARCHIVAL
Rev. 0 Lists/logs containing information tracked by a department from which elements are superse Served NONESSENTIAL
as new data/information is received, where not covered by a more specific records series then OFM
Destroy.
UW General Schedule Section 6 Financial Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE(-;I;'I\ITTS)I\II\]:C':\ITI?ON DESIGNATION
NUMBERDAN)
11 02 62375 |Budget Requests Final Retain for 4 Years after End of ARCHIVAL
Rev.1 Record ofa budget requesto the Provost by Deans, Vice Provostige Presidenter Biennium (Appraisal Required)
Chancellors then ESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
12 06 68279 | Petitions and Waivers Retain for 6 Years after End of NONARCHIVAL
Rev. 1 Provides a record of petitions and waivers which grant exemptions for faculty, staff or visito| Fiscal Year ESSENTIAL
from afee or a fine. then OPR
Destroy.
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UW General Schedule Section 7 Research and Grant/Contract Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZE(EETTH?A%?E)?\I DESIGNATION
NUMBER (DAN)
09 09 62092 |Export Control Records for Grants/Contracts Retain for 5 Years after NONARCHIVAL
Rev. 0 This series provides a recordtbe documentation required to be Retained on the exports of | Termination of Funding Period ESSENTIAL
commodities, software, or technology from the United States. It also includes a record of anl then OPR
known reexports, transshipment, or diversions of items exported from the United States as | pestroy,
ExportAdministration Regulation 762.6. Documentation includes export control documents,
memoranda, invitations to bid, financial records, etc.
11 08 62693 |Human Subject Research: Consent Forms for Reseafatults Retain for 8 Years after Close of NONARCHIVAL
Rev.l Records relatingp the permission granted by adult subjects to participate in a human subjec Study ESSENTIAL
research program, or clinical studies/trials. then OFM
Destroy.
22 0669659 | Personal Identifiers Retainuntil Close of Study NONARCHIVAL
Rev.0 Personally identifiable information (such as name, birth date, SSN, DOB, contact info, medi then NONESSENTIAL
record number) that can connect records/data back to an individual enrolled in a study and | pestroy, OPR
collected agart of research activities, including human subjects research, human subject
research that has "exempt" status, and clinical trials or studies (all phases). Note: Applies t¢
personal identifiers associated with nétDA regulated research. For persadahtifiers
associated with FDA regulated research see: Research-BataDrug/Device Development.
Note: Longer retention periods may be required by study sponsors or federal agencies.
22 0669660 |Research Datg Device Development Retainfor 30 Years after the NONARCHIVAL
Rev.0 Research documentation and raw data (including personal identifiers) obtained in the cours close of the study if FDA status | NONESSENTIAL
FDAregulated study to develop a device. May include Investigators’ Notebooks (laboratory | Unknowr or, 2 years after the OPR
documenting the results of experiments), patient files, case files, and other records of the d; latter of the following two dates:
quantity and use of a device on subjects. Also includeDaiespondence with other The date on which the
investigators, the IRB, the sponsor, a monitor, or FDA, including required reports. (As per 2| investigation is terminated or
312.62 and 21 CFR 812.140) completed, or the date that the
records are no longer required
for purposes of supporting a
premarket approval application,
a notice of completion o&
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product development protocol, g
humanitarian device exemption
application, a premarket
notification submission, or a
request for De Novo classificatic

then
Destroy.

22 0669661 |ResearciData¢ Drug Development Retainfor 30 Years after close off NONARCHIVAL
Rev.0 Research documentation and raw data (including personal identifiers) obtained in the courg Study if FDA status is unknown | NONESSENTIAL
FDAregulated study to develop a drug. May include Investigafdatebooks kaboratory notes | Or 2 years following the date a OPR
documenting the results of experiments), patient files, case, faeslother records of the dates, | marketing application is
quantity and use of a drug on subjecAdso includes all correspondence with other investigato @PProved by the FDA,; or, for dry
the IRB, the sponsor, a monitor, or F&luding required reports. (As per 21 CFR 312.62 ang Studies where no applicativis to
CFR 812.140) be filed or if the application is ng
approved for such indication,
retain all records for 2 years afte
the investigation is discdimued
and FDA is notified.
then
Destroy.
11 08 62657 | Visa Travel Records Retain for 6 Years after Return NONARCHIVAL
Rev. 0 This series documents the process of applying for and receiving Visas for foreign travel. R¢ from Trip NONESSENTIAL
may contain Visa application, travel itinerary, Customs Letters, immunizations letters, and ¢ then OPR
correspondence between the receiving country and the University of Washington as neede( pestroy,
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Washington State Archives

UW General Schedule Section 8 Personnel & Payroll Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(EE}'I\ITTQ\'I\‘:C'Z\IT?ON DESIGNATION
NUMBER (DAN)
11 08 62727 | Applications for Hourly and Student EmploymentHired Retain for 3 Years after NONARCHIVAL
Rev. 0 Materials regarding applicants hired for hourly and student positions. May include applicati( 1 €rmination of Employment witf  NONESSENTIAL
resumes, correspondence, letters of reference, evaluations of candidates, notes on employ Department OFM
selection, etc. then
Destroy.
11 08 62739 | Faculty Reviews Retain for 3 Years after NONARCHIVAL
Rev. 0 Evaluations of UW faculfyerformance. May be used in evaluations for merit pay. May inclui Completion oReview ESSENTIAL
yearly activity report on professional activities prepared by a faculty member for review by & then OFM
Chair or Dean, measures of student performance used to evaluate teaching effectivenesst { pestroy,
course evaluations of instructors, etc.
07 08 61593 |IACUC étters of Commendation, Acknowledgemen€ounsel and/or Reprimanend/or Retain for 6 Years after NONARCHIVAL
Rev.1 Suspension to Primarinvestigators (or other UW employees) Termination ofEmployment NONESSENTIAL
Letters that document noncompliana@th policy, deviation from the provisions of the Guide f¢ then OPR
the Care and Use of Laboratory Animals, or suspensions of an activity by the Institutional A pestroy,
Care and Use Committee. Letters are kept to ensure that any patterns of noncompliance b
individual can be monitored and dealt with appropriately by the University.
11 08 62750 |PersonneRecords foHourly, Per DiemJemporary, and Student Employees Retain for 3 Years after NONARCHIVAL
Rev.1 Comprehensive record of a department's employment of an hourly employee. Includes fold( Termination of Employment witfh  NONESSENTIAL
student hourly, workstudy, and temporary eployees. May include applications, Notices of | Department OFM
Temporary Employment, resumes, letters of reference, commendations/reprimands, job then
descriptions, copies of payroll forms, etc. Destroy.
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UW General Schedule Secti@Personnel & Payroll Records

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

95 MF 5559
Rev. 0

PayrollFoldersfor Individual Employees

A record of the forms and documentation submitted to Payroll for an individual employee th
has a reasonable bearing on the efficient and effective management df\¥tiend provides a
basis for employment and poesimployment benefits. May include Personnel Action Form (P
Stipend Appointment Form, Request for Extension of Appointment, Employment Eligibility
Verification (9 form required by US Government to verifjizenship), Work and Leave Record
for Classified and Professional Staff Employees, Request for Payment-ehdddnused Sick
Leave form, Request for Payment of Award or Prize to UW Student or Employee form etc.

Retain for 3 Years after
Termination oEmployment with
Department

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

86 1 35853
Rev.1

Personnel Record®fficial Copy

Comprehensiveecord of all personnel actions affecting a faculty/academic, or classified non
union, professional, and contract covered staff. Includes chairs, deans, directors, and temp
faculty (visiting scholars or scientists, clinical faculty, jlogttoral sclolars, etc.). Includes
information that has a reasonable bearing on the efficient and effective management of the
and provides a basis for employment and p@&shployment benefits. May include results of
background checks and education verificationeldonfirmation letter and offer acceptance
letter, request for crediting of previous state employment, Employment Security Departmen
Determination Notices, outside work approval form, formal corrective action documentation
layoff packet, position and saly review documentation, application materials and references
hired staff, faculty appointment packet, request for appointment or reappointment, stipend
appointment, degree verification, honoraria payment records, request for extension of
appointment,report of change in status/reappointment, reclassification and salary adjustme
documentation, Personal Action Forms, promotion and salary adjustment, application for le
of absence, biography, summary of outside professional and public activitiagn@éotation
supporting excess compensation and excess compensation payment authorization, birth dg
card, letters of resignation or termination, correspondence related to personnel actions, etc

Retain for 50 Years after
Termination ofEmployment

then
Destroy.

NONARCHIVAL
ESSENTIAL
OFM

UW GENERAL

SCHEDULE

Page?0of 163



WASHINGTON

Secretary of State University of Washington Records Retention Sched

Version 2.2 (Decembe022)

Washington State Archives

UW General Schedule Section 8 Personnel & Payroll Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\]:CIE\ITI?ON DESIGNATION
NUMBER (DAN)
11 08 62717 |PersonneRecords for Academic StudeBinployees (ASE) Retain for 6 Years after NONARCHIVAL
Rev.1 Comprehensive record of all personnel actions affecting a UW Acadenpioyee which Termination ofEmployment ESSENTIAL
includes information that had a reasonable bearing on the efficient and effective managem¢ then OPR
the UW. May include appointment letter, offer letter, job description, letters of reference, Destroy.
resume, noracademic training records, job postirmggmmendations, letters of resignation,
termination letter.
11 08 62756 |Salary Increase Worksheet Retain for 3 Years after Salary NONARCHIVAL
Rev. 0 Used to calculate salary increases for faculty and professional staff. May include income | Increase NONESSENTIAL
spreadsheets and working papers. then OFM
Destroy.
20 12 69605 | Selection for Classified Nednion, Professional, and Contract Covered Staff Employment Retain for 3 Years after NONARCHIVAL
Rev. 0 Hired and Mt Hired Conclusiorof Recruitment NONESSENTIAL
Records relting to the process of recruitment and selection of classified-moion, professional | then OFM
and contract covered staff. Includes applicants who were hired as well as those applicants| pestroy,
were considered but not hired. May include, but are not limited to:leggpions, resumes,
correspondence, evaluations of candidates, notes on employment selection, video or other
conferencing platform recordings of interviews, sexual misconduct disclosure in accordance
RCW 28B.112.080, reference check results, etc.
Excludes records covered by Personnel Ree@ftisial Copy (DAN 86:35853}-hire
confirmation letter, offer acceptance letter, results of background checks, and education
verification.
11 08 62757 | Summaries of Outside Professional and Public Activities Retain for 3 Years after End of NONARCHIVAL
Rev. 0 Annual report submitted by academic personnel to DealVice President listing professional | Calendar Year NONESSENTIAL
services offered outside the UW, e.g., lectures, appointments to editorial boards, extended | then OFM
professional service in the community, etc. May also include annual evaluative reports fron pestroy,
Deans and Vice Presidents to tAeesident.
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UW General Schedule Section 8 Personnel & Payroll Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIEgg’I\IT-II—gA'\KIZ%'\é?\I DESIGNATION
NUMBER (DAN)
11 08 62762 | Time Records for Classified & Professional Staff Retain for 1 Year after Annual NONARCHIVAL
Rev. 0 Submitted byClassified and Professional Staff to request/report leave and overtime hours. Audit ESSENTIAL
then OFM
Destroy.
93 852741 |Training Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Arecord of presentation or course material developed, gathered and used in training. May | Calendar Year NONESSENTIAL
include reference material, outlines, handouts, notes, evaluations, and actual presentations then OPR
include employee registration and rosters. Includes both requiratireonrequired training. Destroy.
Training may be provided by POD, UW Information Technology, eProcurement, etc.
UW General Schedule Section 9 Student Records
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE(T)I;’I\IT-II—IC())I\II\I/-’\AC'Z\ITI?ON DESIGNATION
NUMBER (DAN)
86 1 35847 | Admission Applications- Applicants Not Accepted, Not Entered, or Application Incomplete |Retain for 1 Year aftet.ast NONARCHIVAL
Rev.1l A record of applicants for UW admissioo an undergraduate, graduatéellowship or Contact NONESSENTIAL
residencyprogram, residence hall, or student classification who were eitheiatk who were then OFM
accepted but not entered; or who never completed the application process. Destroy.
1110 62786 |Advisor's Files Retain for 1 Year after Student NONARCHIVAL
Rev.1l Records used to monitor student academic progress. May include transcripts from transfer | Inactve or Graduated NONESSENTIAL
institutions, learning contracts for independent study, research or internship credits, grade | then OFM
reports, Advisor's Worksheets, study abroad files, étdvisors files may include substantive | pestroy,
material received through email, or created or maintained as a Digital File. Note: Paper rec
which are printouts or duplicates of a digital file may be shredded at any time.
UW GENERAL
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Washington State Archives

UW General Schedule Section 9 Student Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggggl\lT-ll—:?l\ll\l:C':\lT?ON DESIGNATION
NUMBER (DAN)
11 10 62790 |Award Files Retain for 6 Years after Award NONARCHIVAL
Rev.1 Provides a record of awards/special recognition and achievements for a particular student. | Presented NONESSENTIAL
include Zoom or other conferencing platform recordings of event. Does not include scholarg then OFM
Destroy.
86 6 36935 | Change of College/School and/or Major Forms Retain for 2 Years after End of NONARCHIVAL
Rev. 0 A record of authorization from the appropriate Dean(s) for a student to change to a differen{ Quarter ESSENTIAL
college/school and/or major. then OFM
Destroy.
04 11 60792 | Continuing Education Course Records Retain for 7 Years after Course NONARCHIVAL
Rev. 0 Provides a record of continuing education courses. May provide proof of attendance for | Completion ESSENTIAL
professionals taking course for continuing education credit, financial records, registrant list,| then OPR
credits awarded, advertisements for course, course evaluation, contract with instructor, etc. pestroy,
04 11 60793 | Continuing Education Credit Course Planning Materials Retain for 7 Years after Course NONARCHIVAL
Rev. 0 Materials generated in the development of a course offeredctamtinuing education credit. May NO Longer Offered NONESSENTIAL
include meeting minutes and agendas; planning teleconferences; emails; memos; then OPR
correspondence; a copy of the proposal submitted to the credit awarding organization; etc. Destroy.
86 6 36952 | Degree Applications Retain for 1 Year after Date of NONARCHIVAL
Rev.l Graduation applications received by either the Office of the University Registrar (for Bachel Graduation/End of Quarter NONESSENTIAL
andProfessional degrees) or the Graduate School (for Master's and Doctor's degrees). Ma| then OFM
include compiled lists of students eligible to graduate. Destroy.
1110 62800 |Exams and Answer SheetsProficiency/Placement & Credit by Exam Retain for 1 Year after End of NONARCHIVAL
Rev. 0 A record of student responses to placement exams administeremblgge/school or Academic Year NONESSENTIAL
department to determine level of subject proficiency, or to authorize students for possible then OFM
exemption from taking a course. Destroy.
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Washington State Archives

UW GeneralSchedule Section 9 Student Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\]:C':\IT?ON DESIGNATION
NUMBER (DAN)
11 10 62808 |Exams, Papers, Projects and Other Assignments by Students Retain for 3 Months after End of NONARCHIVAL
Rev.1 A record of answers to examinations, as well as papers, projects and other assignments | Quarter NONESSENTIAL
submitted by students in fulfillment of course or degree requirements. Includes Zoom or oth then OFM
conferencing mtform recordings. Destroy.
NOTE: This retention period applies to those exams and assignments not retrieved by the ¢
after they are graded.
11 1062801 |Grade Appeals and Grievance Files Retain for 5 Years after End of NONARCHIVAL
Rev.0 | A comprehensive record of a student's appeal of a grade, or other student grievance media duarter in which issue is resolve  ESSENTIAL
within the department, school or college. then OFM
Destroy.
11 10 62802 | Grade Books Retain for 5 Years after End of NONARCHIVAL
Rev. 1 Listing of student grades for exams, papers, projects, class participation for a particular coy Academic Year ESSENTIAL
Provides the basis upon which the final grade is assigned. Then OFM
Destroy.
11 1062806 | Major Application-- Undergraduate Retain for 1 Year after Quarter NONARCHIVAL
Rev. 0 I NBO2NR 2F Iy FLLX AOFydGQa LSGAGA2yY T2 NJ yofDenial NONESSENTIAL
then OFM
Destroy.
12 06 68269 | Petitions and Waivers: Student Retain for 6 Years after NONARCHIVAL
Rev. 1 Provides a record of a petitions and waivers fahange to the status of a student, or for Graduation or Last Contact with ESSENTIAL
exemption from a fee, fine or requirement. Also includes release from liability. Student OPR
then
Destroy.
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Washington State Archives

UW General SchedulBection 9 Student Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;’I\IT-II—:?I\II\]:C':\ITI?ON DESIGNATION
NUMBER (DAN)
11 10 62810 |Reference Letters Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Letters of reference prepared ByW faculty and staff regarding UW students or former Uw | Calendar Year NONESSENTIAL
students with whom they are acquainted. then OFM
Destroy.
88 12 49458 | Student EmploymenRecruitment Files Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Provides a record of prospective employers recruiting for full,-iare, or work study employee Academic Year NONESSENTIAL
at UW sponsored events or using UW sponsored resources inclGdiregr Fairs, Husky then OPR
Empbyer Partnership Program, Featured Employers Night, virtual Resume Books, etc. May| Destroy.
include registration forms, recruiting information, publicity documents, data sheets, lists of
interviewees, etc. May also include Job Location and Development Prograistijodpst
maintained as per 34 CFR 675.36, 34 CFR 375.19, and 34 CFR 668.24.
11 10 62819 | Student Folders Retain for 6 Years after Degree NONARCHIVAL
Rev. 0 A record of the academic history of degree (undergraduate, graduate, professional) and noj Awarded/ Last Activity NONESSENTIAL
degree (certificate, fellowship, professional) students who have taken university courses, then OFM
including internships/externships. Includes admissiapglications, student classification, and | pestroy,
evaluative/progress report documentation.
14 09 68533 | Student Folders- Non-Academic Retain for 6 Years aftetast NONARCHIVAL
Rev. 1 A record of students who have received services provided by University resources. Include Contact NONESSENTIAL
not limited to writing center and other tutoring programs, tracking and monitoring success rq then OFM
of participants in preenroliment programs, accommodations requested, offered and provide( Destroy.
tracking of student health information including immunization history, tracking of student
compliance with noAJW rules and regulations, etc.
11 1062822 |Student Folders- Non-Matriculated and Visiting Students Retain for 3 Years after Last NONARCHIVAL
Rev. 0 A record of studentsvho have taken classes at the UW but have not been admitted to a deg| Quarter of Activity NONESSENTIAL
program. Transcripts may be used to document completion of course requirements. then OFM
Destroy.
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Washington State Archives

UW General Schedule Section 10 General Office Administration Records

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(EE}II\ITH;)I\,I\]:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
12 03 68237 | Authorization to Apply for a BanquePermit to Serve Alcohol Retain for 3 Years after End of NONARCHIVAL
Rev.1 Form which provides a record of University offices who have applied for a permit to serve | Calendar Year NONESSENTIAL
alcoholic beveragesn campusincludesa description of the event; date; location; and estimat({ then OFM
attendance. Destroy.
10 11 62254 | Ballots Retain for 1 Year after Votes NONARCHIVAL
Rev. 0 A record of thevotes cast to decide on a policy/procedure change or to determine the outcor Counted NONESSENTIAL
of a departmental choice, or to select members of a committee or representative for a spec| then OFM
position including the Health and Safety Committee. Does not include ballotswptatiTenure. | pestroy,
12 03 68243 | Donor Files Retain until Superseded NONARCHIVAL
Rev. 0 Provides information regarding donor prospegethered for the purpose of soliciting gifts or | then ESSENTIAL
funds for the University. Documents the relationship between the Destroy. OFM
college/school/department/office and individual donor, corporate donor, or foundation. May
include profiles, donation information, correspond=s) annual reports, newspaper clippings, €
16 12 69026 |Expert Witness Retain for 6 Years after NONARCHIVAL
Rev. 0 Records related to expert witness testimonyaginion provided by a UW employee Testimony/Opinion Provided NONESSENTIAL
then OPR
Destroy.
12 03 68238 | Incident Reports Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Internal departmental reports of facility damage, theft of UW property, etc., when no claim h Calendar Year ESSENTIAL
been filed. then OFM
NOTE: This is not the official UW Police "Incident Report" or "Accident/Incident Report” (inji Destroy:.
93 05 52329 |Volunteer Applications Not Accepted/Withdrew Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides record of individuals denied volunteer statuthatUniversity. Calendar Year NONESSENTIAL
then OFM
Destroy.
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UW General Schedule Section 11 Publication Records

UW GENERAL
SCHEDULE

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(-;I;'I\ITH;)I\II\‘:CIZ\IT?ON DESIGNATION
NUMBER (DAN)
09 09 62099 |Permission Request Letter Retain for 6 Years after Approve ARCHIVAL
Rev. 0 Provides a record of requests from individuals or publishers who want to use an article fron] Granted or Denied (Appraisal Required)
May include a copy of the text sent to the individual or publisher. Transferto Archives for appraisa OPR
and selective retention
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/02/ Executive Office

/02/ Executive Office

Executive Office

NUMBER (DAN)

DISPOSITION ACTION

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—goNN:(’:\ITl?ON DESIGNATION
NUMBER (DAN)
19 12 69413 | Appointment Letters Executive Office Retain for 5 Years after ARCHIVAL
Rev. 0 Documentsa position of leadership appointed by the President or Provost. Includes appointmer R€appointment/End of (Appraisal Required
for vice provost faculty, vice provost professional staff, chair, dean and executive directors. | APpoIntment ESSENTIAL
then OPR
Transferto Archives for appraisa
and selective retention
/02/02/ Provost
Executive Office
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIEVEIUIOIN (=410 DESIGNATION

18 10 69314 | Academic Program Changes

Retain for 5 Years afteProposal ARCHIVAL

Rev. 0 Proposals and supporting documentation recommending/approving the reorganization, Approved (Appraisal Required
consolidation, elimination, creatioransfer to another school, college or department of any then NONESSENTIAL
academic program. Includes RCEP (Reorganization, Consolidation and Elimination Procedur| Transferto Archives for appraisa OPR

and selective retention
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/02/04/ Rules Coordination Office
¢KS 2943 wdz S&a /22NRAYIFI A2y hFFAOS 20SNESSa GKS ! yAOSNBAGEYE NYzZ S
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
03 12 60625 | Final Orders/Declaratory Orders Index Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Creates an index of final orders for adjudicative proceedings and Declaratory Orders. Includes Calendar Year ESSENTIAL
correspondence. Actual Declaratory Orders are included in Board of Regents Meeting Minute{ then OPR
Orders for adjudicative proceedings are included in Facdiydication Files on the UW General | pestroy,
Records Retention Schedule. Index required as per RCW 42.56.070.
11 12 62901 |JointAdministrative Rules Review Committee (JARRC) Actions Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 UW record of actions taken by the Joint Administrative Rules Review Committee who can cho¢ Biennium NONESSENTIAL
investigate the procedures used an agency's rule making process. Includes correspondence. then OPR
Destroy.
11 12 62904 | Notification by Outside Agency of WAC Changes Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of notification by state agencies who would like to include the UW in their W, Calendar Year NONESSENTIAL
rule making. Distributed to appropriate University offices who have the choice of follaypingth then OFM
the outside agency. Destroy.
11 12 62902 | Outside Agency WAC Changes Retain for 6 Years after Rule NONARCHIVAL
Rev. 0 UW involvement commenting anmonitoring other agency rule making. Making Process Closed or NONESSENTIAL
Withdrawn OFM
then
Destroy.
03 12 60624 | Petitions For Adoption, Amendment, or Repeal of a Title AVBC Rule Retain for 6 Years after Approvg ARCHIVAL
Rev. 0 State Office of Financial Management (OFM) forms received from members of the andli or Denial of Petition (Appraisal Required
directed to the Board of Regents for adoption, amendment, or repeal of a Title 478 WAC rule. | then NONESSENTIAL
Includescorrespondence and incompletes. (Required as per RCW 34.05.330) Transferto Archives for appraisa OPR
and selective retention
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Washington State Archives

/02/04/ Rules Coordination Office
¢KS 2943 wdz S&a /22NRAYIFI A2y hFFAOS 20SNESSa GKS ! yAOSNBAGEYE NYzZ S
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll—looNN:C’)\IT?ON DESIGNATION
NUMBER (DAN)
03 12 60622 | Policy and Interpretative Statement Indexes Retain for 6 Years after NONARCHIVAL
Rev.0  |An index which documents statements of policy and interpretations of policy and WAC rules w| Superseded ESSENTIAL
have been adopted by the University. Required as per RCW 42.56.070. then OPR
Destroy.
03 12 60621 | Rule Review Retain for 6 Years after ARCHIVAL
Rev. 0 Promulgated by executive order @2 Regulatory Improvement, provides a record of the Univerg Administrative Purpose Served | (Appraisal Required
efforts to review rules fopotential rule making revision. Includes ongoing Agency Plan. then NONESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
11 12 62903 | Rules Coordinator Registration and Washington State Register (WSR) Notices Retain until Superseded NONARCHIVAL
Rev. 0 Documents the appointment of the Director of Rules Coordinatiothasentral contact for the UW| then NONESSENTIAL
for WSR notices and for electronic access to the WSR. Destroy. OFM
03 12 60626 |Washington State Register (WSR) Filings $@miAnnual Agenda Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Required as per RCW 34.05.314, provides a record of WAC rules which the UW igiognside | Calendr Year ESSENTIAL
adopting in some form over the next 6 months. Filed with the State Office of the Code Reviser| then OPR
publication in the Washington State Register. Also posted to Rules Coordination Office’s online pestroy;
Rules Docket.
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Washington State Archives

/02/05/ Office of Faculty Senate and Governance
Faculty Senate

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ?I\I'I:II-L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
14 12 68711 | Adjudication Decisions Retain for 6 Years after Case ARCHIVAL
Rev. 0 Documents decisions and outcomes of adjudicative proceedings. Includes petitions, response Closed (Appraisal Required
decisions of the adjudicative panel chalecisions of the hearing panel, decisions of the presiden then NONESSENTIAL
and details of the closure. Transferto Archives for appraisa OPR
and selective retention
91 09 48181 | Adjudication Files Retain for 6 Years after Case NONARCHIVAL
Rev. 0 Provides record of the adjudicative proceedings of the faculty committee empowered to act in Closed NONESSENTIAL
judicial capacity for the resolution of differences. Includes@itespondence, reports, audio tapesg then OPR
and other nondecision documents not included in "Adjudication Decisions". Destroy.
91 09 48183 | SenateBulletins Retain for 6 Years after End of AR_CHNA_L
Rev. 0 Includes Class A Senate Bulletins which provide an explanation of proposed legislative actions Academic Year mﬁgﬁ;@g;ﬁﬁgﬁ_
amend the Faculty Code, Class B Senate Bulletins which provide a record of iggistative then OFM
actions other than those which amend the Faculty Code, and Class C Senate bulletins which [ Transferto Archives for appraisa
record of nonlegislative Senate actions which include passage of resolutions, appointment of | 5nd selective retention
committees, approval or disapproval of committeaports, reception of reports or information, ang
determination of Senate Blaws.
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/02/0 8/ UW Privacy Office
UW Privacy Office

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—BONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)

19 10 69410 | Data Subject RequestComplete Retain for 6 Years after End of | NONARCHIVAL

Rev. 0 In compliance with data protection or privacy related laws and regulations, forms or records re| Academic Year ESSENTIAL
to a data subject's request to access, erase, correct, or transfer their own personal datasudiea| then OFM
request is fulfilled by the UW Privacy Office. Destroy.

19 10 69411 |Data Subject RequestComplete, Referred to Another Office Retain for 2 Years afteRequest | NONARCHIVAL

Rev. 0 In compliance with data protection or privacy related laws and regulations, forms or records re Closed ESSENTIAL
to adata subject's request to access, erase, correct, or transfer their own personal data, when| then OFM
request is received by the UW Privacy Office and referred to another UW department to be fult pestroy.

19 10 69412 |Data Subject Requestincomplete Retain for 6 Months after NONARCHIVAL

Rev. 0 In compliance with data protection or privacy relatesvs and regulations, forms or records relatir Request Closed ESSENTIAL
to a data subject's request to access, erase, correct, or transfer their own personal data, when| then OFM
request is fulfilled by the UW Privacy Office. Destroy.

/02/09/01/ Compliance & Risk Services: ClaiServices
RiskManagement
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSRS ND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

89 8 44601 | General Liability and Auto Liability Claim Files Retain for 10 Years after Claim | NONARCHIVAL
Rev.1 Provide record of third party injury claims filed against the University of Washington (UW) or | Resolved NONESSENTIAL
University and Harborview Medical Centers. Ntaglude eye injuries. (RCW 51.32.160) then OPR
Destroy.
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/02/09/01/ Compliance & Risk Services: ClaiBevices

RiskManagement

DISPOSITION

AUTHORITY DESCRIPTION RECORDS Dlzggil;lﬁgNN:(':\lT?ON DESIGNATION
NUMBER (DAN)
89 8 44608 | Insurance Policy/Subject Files Retain for 6 Years after End of | NONARCHIVAL
Rev.1l Provides record of insurance policy information and provisions of various tppaserty, Fiscal Year NONESSENTIAL
equipment, etc.). then OFM
Destroy.
93 05 52289 | Professional Claim Files Retain for 8 Years after Claim NONARCHIVAL
Rev.1l Provide record ofnalpractice claims filed against University or Harborview Medical Centers. (A Resolved NONESSENTIAL
RCW 04.16.350.) then OPR
Destroy.
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/03/ National Primate Research Center

NATIONAL PRIMATE
RESEARCH CENTH

/03/01/02/ National Primate Research Center: Animal Records
Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISIE;I;II\"I:II—S)NN:C')\]T?ON DESIGNATION
NUMBER (DAN)
20 12 69604 | Animal Monitoring and Consultation Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Records relating to animal monitoring and consultations used as the basis for actions and deci Calendar Year NONESSENTIAL
especially in whether to escalatesduation.Includes, but is not limited to, informal transmissions| then OPR
regardless of format (such as emails, text messages, etc.). Destroy.
87 9 40700 |Animal Record Electronic Retain for 25 Years after Death ARCHIVAL
Rev.1 Record of animal husbandry, animal genetics, clinical, and research history, including lab repo| O Transfer of Animal (Appraisal Required
assignments to research projects, etc. Maintained as per 9 CFR 103.2 and 9 CFR 2.75phrtkid  then ESSENTIAL
information extracted fromPathology/Necropsy Reporticludes information on daily moves, Transferto Archives for appraisa OPR
surgeries, and medications. and selective retention
87 9 40705 | Animal Shipment Records Retain for 6 Years after End of ARCHIVAL
Rev.1 Provides a record by shipment of animals to and from the Primate Center. Includes all records| Calendar Year (Appraisal Required
required by the USDA, including APHIS Form 7020 "Record of Acquisition, Disposition or Tran then ESSENTIAL
Animals," V\_/r_\ich accompanies each shipment. Also includes Permits for E)_(portation and Small Tyansferto Archives for appraisa OPR
Health certificate AGR 3008 as per WA&G4830 and 9 CFR78. Includes shipments to and from| 54 selective retention
an offsite UW colony. Includes animals transferred externally to-od¥ research sites, born in a
UW colony or acquired from a vendor.
97 12 58177 | Animal Technician Weekly Checklist Retain for 3 Yeasafter End of NONARCHIVAL
Rev.l Provides a record by room of specific items of animal husbandry (e.g., bedding changes, cage Calendar Year ESSENTIAL
changes, daily feedings) and of environmental conditions within each room of the facility in whj then OFM
animals are maintained (e.g., temperaturengge, room cleaning). Must remain in animal area. Destroy.
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/03/01/02/ National Primate Research Center: Animal Records

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISEEEII\I{II-SNN:('I\]T?ON DESIGNATION
NUMBER (DAN)
15 03 68742 | Controlled Substance Records Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Inventories and records of controlled substances documentingeheipt and disposition of the | Calendar Year NONESSENTIAL
drugs as per RCW 69.41.042 and 21 CFR 1304.03. then OPR
Destroy.
12 03 68202 | Environmental Enhancement Calendars Retain for 3 Years after End of NONARCHIVAL
Rev.l This series provides a record of animal technicians disbursing food and foraging enrichment tg Calendar Year ESSENTIAL
animals, where the variety and contents of enrichmeatis follow the Washington National then OPR
Primate Research Center Division of Primate Resources SOP#712. Environmental enrichmen| pestroy,
required as per 9 CFR 3.81. Must remain in animal area.
87 9 40704 |Importer's Registration Retain for 6 Years after Renewg NONARCHIVAL
Rev. 0 Authorization letter to the Primate Center for registration as an animal importer. Renewed ever Of License or Permit NONESSENTIAL
two years. then OPR
Destroy.
97 12 58182 | Pathology/Necropsy Reports Retain for 1 Year after End of ARCHIVAL
Rev.1 Providesa record of results of pathological testing or necropsy for each animal death. Calendar Year (Appraisal Required
then NONESSENTIAL
. . OFM
Transferto Archives for appraisa
and selective retention
19 08 69406 | Sedation and Anesthesia MonitoringAdverse Event Retain for 6 Years aftetUSDA NONARCHIVAL
Rev. 0 Records reporting the results of sedating animals under anesthesia in which an adverse event| Investigation Complete NONESSENTIAL
occurred. These cases get reported to the USDA. then OPR
Destroy.
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/03/01/02/ National Primate Research Center: Animal Records

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'lzll-gNN:('I\lT?ON DESIGNATION
NUMBER (DAN)
19 08 69407 | Sedation and Anesthesia MonitoringNo Adverse Event Retain for 6 Months after NONARCHIVAL
Rev. 0 Records reportinghe results of sedating animals under anesthesia in which no adverse event | Sedation Completed NONESSENTIAL
occurred. then OPR
Destroy.
87 9 40703 | Tissue Program Users Folders Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of requests from researchers for primate tissue samples. Includes the Bioh¢ Calendar Year ESSENTIAL
Safety Statement, signed by the requester, that is maintained as perR4@I0.145(e)(4). For UW then OPR
researchers, a copy of their EH&S approval form is included. Destroy.
NATIONAL PRIMATH
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/04/ Vice Provost for Academic Personnel

/04/05/ Equal Opportunity

Affirmative Action

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

NUMBER (DAN)

19 02 69352 | Affirmative Action Plans Retan for 3 Years after End of | NONARCHIVAL
Rev. 0 A record of established policies and procedures. Includes annual reports which may include: | Reporting Period NONESSENTIAL
employee profiles, workforce displays, analyses, goals, and timetables, as well as pepadsd by| then OPR
the Equal Opportunity and Affirmative Action Office to Deans and department Chairs showing Destroy.
affirmative action goals for academic personnel hiring in a particular school or college. See 41
60-1.12, 60300.44(f)(4), and 6041.44(f)(4)
/04/06/ International Scholars Office
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSRS ND DESIGNATION

DISPOSITION ACTION

00 07 59773
Rev. 1

Application for Permanent Resident Status

Documents requests for permanent resident status by faculty holdid@ tdr G1 visas. May include
Department ofLabor forms ET-A141 (Prevailing Wage Determination) and 9089 (Application
for Permanent Labor Certification), US Citizenship and Immigration Services{fbtth¢linmigrant
Petition for Alien Worker);907 (Request for Premium Processing Service)-d8d (Notice of
Action), Customs and Border Protection for®4l (Admission/Departure Record), as well as
supporting documentation and green card documentation. (Retention required for 5 years, per
CFR 656.10(f).)

Retain for 5 Years after
Permanent Bbor Certification
Filed

then
Destroy:.

NONARCHIVAL
NONESSENTIAL
OPR

VICE PROVOST FOR
ACADEMIC PERSONNY
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/04/06/ International Scholars Office
Human Resources

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

19 0669362 |E3 Status Folder Retain for 1 Year after NONARCHIVAL
Rev. 0 Documents procedures necessary for international academic personnel seeking nonimmigrant Termination of _ ESSENTIAL
as E3 temporary workers. May include: DOL forEiEA9141 and ETA035 (Labor Conditions EmploymentApplication Expired OFM
Application), USCIS form&29, 1907, }539, +824, and 797; CBP form94; UW H Visa Request | O Withdrawn
Form. (Retention required for 1 year per 20 CFR 655.760(c).) then
Destroy.
90 01 45455 |H-1 Status Folder Retain for 1 Year after NONARCHIVAL
Rev.1 Documents procedures necessary for thasernational employees for whom the UW is seeking | T€rmination of _ ESSENTIAL
nonimmigrant status as-#B temporary workers. May include: DOL forms-BTAL and ETA035 | EmploymentApplication Expired OPR
(Labor Conditions Application), USCIS fort@9l (Petition for Nonimmigrant Workery9D7, 1539 | or Withdrawn
(Application b Extend/Change Nonimmigrant Status32¥ (Application for Action on Approved then
Application or Petition), and197; CBP form34; UW H Visa Request Form. (Retention required { pestroy,
1 year, per 20 CFR 655.760(c).)
90 01 45453 | J1 Status Folder Retain for 3 Years after NONARCHIVAL
Rev.1 | Documentgrocedures necessary for international academic personnel seeking nonimmigrant ¢ Termination of Employment ESSENTIAL
as 31 exchange visitors. May include: Department of State forR2@ (Certificate of Eligibility for /Completion of Program OPR
Exchange Visitor Status) and-B®2 (Training and Internship Péaent Plan), CBP forrd4 and 4 then
515A (Notice to Student or Exchange Visitor), UW J Visa Request Form. (Retention required { pestroy,
years per 22 CFR 62.10(g).)
19 06 69363 | TN Status Folder Retain for 6 Years after NONARCHIVAL
Rev. 0 Documents procedures necessary for international academic personnel or staff seeking Termination ofemployment ESSENTIAL
nonimmigrant statuss TN NAFTA workers. May include: USCIS fet@g; 1907, 1539, k824, and4 | /Application Expired or OFM
797; CBP form94; UW H Visa Request Form. Withdrawn
then
Destroy.
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/05/ University Libraries

/05/03/02/ Information Resources, Collections and Scholarly Communications: Gifts Program

NUMBER (DAN)

Library
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘I:II—L)ONN:(IZ\IT?ON DESIGNATION
NUMBER (DAN)
06 05 61185 |Non-Cash Gift Records Retain for 10 Years after Last ARCHIVAL
Rev. 0 Provides a record of negash gifts, including both neappraised and appraised items, received by Gift FromDonor (Appraisal Required
the UW Libraries. May include gift transmittal, gift report form, correspondence, etc. which then ESSENTIAL
and selective retention
/05/03/05/ Libraries: Preservation Services Division
Library
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIS DESIGNATION

DISPOSITION ACTION

11 02 62424 | Preservation Reformatting Log Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | This series, also known as the shipment list, provides a recah@shonographs or serials sent to | Fiscal Year NONESSENTIAL
vendors for scanning, microfilming or preservation photocopy/facsimile. Contains call no., title,| then OPR
and cost information. Destroy.
1102 62425 |Preservation/Replacement Decision Form Retain for 1 Year after Action NONARCHIVAL
Rev. 0 This form initiates the actions taken to manage fragile/damaged monographs and serials. Inpu Completed NONESSENTIAL
received from selectoresho provide their preference on an action to be taken. Monographs mayj then OFM
reprinted, a facsimile may be created, they may be discarded, or a phase box may be created. pestroy,
UNIVERSITY
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/05/03/05/ Libraries: Preservation Services Division

Library

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

16 06 68991 | Treatment Report

Retain for 1 Year after End of

NONARCHIVAL

Rev. 0 Reports which document actions taken to preserve and conserve fragile/damaged library mate Fiscal Year NONESSENTIAL
Details condition before and after treatment and the repairs/treatments completed. then OFM
Destroy.
UNIVERSITY
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/06/ UndergraduateAcademic Affairs

/06/05/ Office of Educational Assessment
Education Assessment

NUMBER (DAN)

DISPOSITION ACTION

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEE;@I\I'I:TOONN:C’I\IT?ON DESIGNATION
NUMBERDAN)
06 04 61134 | Service Request Form©ff-Campus Retain for 1 Year after End of NONARCHIVAL
Rev.1 Report of the number of forms produced, orderetanned, and processed for ntfW educational | Calendar Year NONESSENTIAL
institutions teaching evaluations. Report also includes information about the class including then OFM
instructor's name and class size. Used for statistical tracking. Destroy.
/06/ 11/02/ Undergraduate Academic Affairs: Jumpstart
Academic Affairs
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

09 02 61935 | Program Partner Agreements Retain for 7 Years after End of | NONARCHIVAL
Rev. 0 This series provides a record of agreement between the University and preschools where stud Funding Cycle NONESSENTIAL
are volunteering. then OPR
Destroy.
UNDERGRADUATE
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/07/ Vice Provost for Research
/07/01/ Office of Sponsored Programs

Research Administration

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEB@I\I‘I}I—LDONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
86 6 3696 | Grant and Contract ProposalNot Confirmed Retain for 2 Years after EGC NONARCHIVAL
Rev. 0 Provides record ofiniversity grant and contract proposals with no award decision by funding | APproved NONESSENTIAL
agencies. May include: Proposal for grant or contract, Proposal control sheet, Request for Apg then OFM
of Application for Grant or Contract (EGJ; correspondence, notes, etc. Destroy.

/07/02/ Office of Research: Administration

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlFSQIEgIéll\I-l:Il—g)NN:(I:\ITI?ON DESIGNATION
NUMBER (DAN)
06 09 61264 | Conflict of Interest File§COI) Retain for 6 Years after Close of NONARCHIVAL
Rev.l Provides a record of University efforts to manage, reduce, or eliminate Financial Confliteredt | Study ESSENTIAL
OPR

between Investigators and Innovators and Companies, or other external organizations who furi then
research, collaborate on research, or for which Investigators have a Significant Financial Intere pestroy,
which may include providing outside professional sesi Records for sponsored research are
initiated at time of proposal, records for internal research and technology transfer are initiated
first disclosure or request to review by researcher or other administrative unit. Files are establi
when an enployee with the designated role of Investigator involved in University research, or
Innovator for technology transfer has a Financial Conflict of Interest between outside interests
activities and research, sponsored program, or technology transfer noguat the University.
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/07/02/ Office of Research: Administration

Research
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgggl\l'l:ll-lOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
06 09 61550 | Conflict of Interest FileéCOI)-Not Funded Retain for 1 Year after End of NONARCHIVAL
Rev. 1 Provides a record of University efforts to ensure there is no Financial Conflict of Interest betwe Calendar Year NONESSENTIAL
Investigators and the companies, or other external organizations who fund research, collabora] then OFM
research, or for which Investigators have a Signifi€anancial Interest which may include providir pesyoy.
outside professional services. Digital records are created at time of proposal and are retained
Financial Interest Disclosure System (FIDS).
08 10 61883 | Embryonic Stem Cell Research Oversight Research Application Rijgsoved Retain for 6 Years after NONARCHIVAL
Rev.l Applications submitted to Embryonic Stem Cell Research Review Oversight (ESCRO) Commit Termination of Study ESSENTIAL
and/or the Embryonic Stem Cell Research Chair for approval to use stem oedisarch projects. then OPR
Files may include, but are not limited to, the following: master copy of applications, Review Destroy.
Committee's disposition documentation, investigator's responses to the Committee, consent fg
sponsor research protocols, corresponderaral supporting papers, modifications to applications,
annual status reports, copy of Environmental Health & Safety (EH&S) approvals, and other rel
Compliance Office approvals.
08 12 61904 | Embryonic Stem Cell Research Database Retain until Administrative NONARCHIVAL
Rev.0 |This database serves as a finding aid and does not include any original informatiackstall Purpose Served NONESSENTIAL
applications received by Embryonic Stem Cell Research Oversight Office. Application informa then OFM
includes title, name of principal investigator, date received, date of review, information about g| pestroy;
related to the application, status of appditton, period of approval, modification requests,
information about type of stem cells, etc.
86 1 35873 | Request for Approval oDutside Prof. Services for Compensation During Period of Regular and| Retain for 6 Years after End of | NONARCHIVAL
Rev.2 Emeritus Appointment Fiscal Year NONESSENTIAL
Requests from regular and emeritteculty engaged in University research and technology transi then OPR
to perform outside professional work for compensation Destroy.
VICE PROVOST FO
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/07/03/ Office of Research: HumaBubjects Division

Research

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

98 04 58340 | Certificate of Exemption Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Form completed, in lieu of a formal application, for toek research using human subjects. Calendar Year ESSENTIAL
Approved and signed by the chair of the Department, forms include information such as the pr( then OPR

title, grant title, categoryunder which the research qualifies for exemptions, abstract of the projeg Destroy.
and human subject information (checklist). Reviewed by Human Subjects Division and, if doe
meet exemptions, form is denied and researcher must submit formal applicatidrufoan subject
research approval.

04 11 60822 | Complaints Retain for 6 Years after End of ARCHIVAL
Rev. 0 Human Subjects protectionslated concerns and complaints which cannot be linked to a specifil Calendar Year (Appraisal Required
approved Human Subjects application. then NONESSENTIAL
OPR

Transferto Archives for appraisa
and selective retention

98 MM 58342 | Human Subjects Database Retain for 10 Years after NONARCHIVAL
Rev. 0 Database tracks all applications received by Human Subjects Division. Applidatioration Administrative Purpose Served ESSENTIAL
includes title, name of principal investigator, date received, date of review, information about g| then OFM

related to the application, status of application, period of approval, receipt date of adverse effe Destroy.
reports, modification requests, inforation about number of and type of human subjects enrolled
be enrolled, etc.
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/07/03/ Office of Research: Human Subjects Division

Research

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

89 1 43543 | Human Subjects Review Committee Applicatieridenied Retain for 10 Years after End of NONARCHIVAL
Rev. 0 Applications for research using Human Subjects that were denied by the Review Committee. |/ Academic Year NONESSENTIAL
include, but not limited to, the following: application, sample consent forms, Review Committe( then OPR
disposition documentation, the investigatorssponses to the Committee, sponsor protocols, cof pestroy,
of Radiation Safety Committee review, correspondence and supporting documentation,
modifications to applications, application annual reviews, annual and final status reports, Adv,
Event Reports, necompliance documentation, records requests, safety reports, confidentiality
agreements, subject complaints.
04 11 60823 | HumanSubjects Review Committee ApplicatioAd&/ithdrawn Retain for 1 Year after NONARCHIVAL
Rev. 0 Applications for research using Human Subjects that were withdrawn from consideration. May Withdrawn NONESSENTIAL
include, but not limited to: applicationonsent forms, Review Committee's disposition then OFM
documentation, the investigator's responses to the Committee, sample sponsor protocols, cop Destroy.
Radiation Safety Committee revieand documentatiorof withdrawal.
89 143542 |Institutional Review Board Application FileApproved Retain for 10 Years after NONARCHIVAL
Rev. 0 Applications submitted to Institutional RevieBoard Committee for approval to use human subje( Termination of Study NONESSENTIAL
in research projects. Files may include, but are not limited to, the following: master copy of then OPR
applications, Review Committee's disposition documentation, investigator's responses to the Destroy.
Committee, consnt forms, sponsor research protocols, correspondence and supporting papers
modifications to applications, annual status reports, adverse effect reports, safety reports,
confidentiality agreements, copy of Radiation Safety Committee review, subject dats@ad final
status report.
VICE PROVOST FO Page450f 163
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/07/06/ Office of Research Misconduct Proceedings (ORMP)

Research

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

09 09 62095 | Research, Scientific or Scholarly Misconduct Allegatidbsncluded at Inquiry Stage Retain for 7 Years after UW NONARCHIVAL
Rev. 0 Provides a record of handling of research, scientific or scholarly misconduct allegations againg Closes Case ESSENTIAL
University faculty, students ataff under Executive Order No. 61 where inquiry concludes that | then OPR

investigation not warranted. Includes notification to respondent of allegation, any sequestered Destroy.
research materials relevant to allegation, and final inquiry record and report. (See 42 GFR'E 9
for 7-year retention requirement.)

09 09 62094 | Research, Scientific or Scholarly Misconduct Allegatiddsclined or Resolved Pritw Inquiry Retain for 3 Years after NONARCHIVAL
Rev.1 | Provides a record of hatidg of research, scientific or scholarly misconduct allegations against |Allegationdeclined or resolved ESSENTIAL
University faculty, students or staff under University Executive Order No. 61 where matter dec| Py Office of Research Miscondu OFM
(e.g., because not within purview of Office of Research Misconduct Proceedingsplwed (e.g., | Proceedings
because allegation withdrawn) prior to initiation of an inquiry. then
Destroy.
09 09 62096 | Research, Scientific or Scholarly Misconduct Allegatidngestigation Warranted Retain for 7 Years after UW or | NONARCHIVAL
Rev. 0 Provides a record of handling of research, scientific or scholarly misconduct allegations againg FéderaiGovernment Closes Cas ~ ESSENTIAL
University faculty, students or staff under Executive Order No. 61 where investigation warrantg Whichever is Later OPR

Includes naffication to respondent of allegation, any sequestered research materials relevant t¢ then
allegation, final inquiry record and report, and final investigation record and report (including | pestroy,
witness interviews). (See 42 CFR § 93.317-a@ar retention requiremat.)
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/08/ Vice Presidenbf Facilities

/08/03/ Facilities: Partner Resources
Facilities Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

99 MF 59143 | Request of Leave Takeri999 andprior

Retain for 50 Years after End of

NONARCHIVAL

Rev. 0 Provides record of leave taken by Facilities Services employees. Posted to Work & Leave Re Month ESSENTIAL
(Form 220). Prior to the year 2000, the Resjuof Leave taken replaced the 220s in FSO and we| then OPR
the only signed documentation of leave, therefore replacing the 220s. All records prior to 200( Destroy.
need to be microfiched after 6 years aRgtaired in that format for the remainder of the retention
- In 2006, the project is now complete.
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Washington State Archives

/08/09/03/ Facilities: Facilitylnformation Library- FacilityRecords

Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—looNN:C’Z\ITl?ON DESIGNATION
NUMBERDAN)
15 12 68846 | Campus Drawing Records Retain for 6 Years after Until ARCHIVAL
Rev. 0 Drawings or plans of sections of campiasjuding architectural drawings and background drawin¢ Superseded (Appraisal Required
Does not include operational utility drawings. then NON%SPSRENHAL

Transferto Archives for appraisa
and selective retention

/08/11/01/ TransportationServices: Accounting
Transportation Services

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBER (DAN)

90 4 46129 |Voided Permits Retain for 1 Year after Fiscal NONARCHIVAL

Rev. 0 Provides record of permits returned to Permit Issuance Office for refund; specifically annual, | Year + Audit NONESSENTIAL
quarterly, UPasses, or short term permits. then OFM
Destroy.
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/08/11/02/ TransportationServices:Commute Options& Planning
Transportation Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

96 01 56402 | Transit Comment File Retain for 6 Months after End of NONARCHIVAL
Rev. 0 Provide a record of complaints, suggestions or problems offered by UW patrons of contracted Quarter NONESSENTIAL
agencies. A copy is forwarded to the contracted transit agencies for response. The Teditspor | then OFM
Systems office then forwards any response to the person commenting. All correspondence is Destroy.
completed via email.
/08/11/07/ Transportation ServicesSales andddministration
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:([,\IT?ON DESIGNATION
NUMBER (DAN)
07 08 61598 | Citation Dismissal Requests Retain for 1 Year after End of NONARCHIVAL
Rev. 0 This series provides a record of formal requests from Commuter Services to Parking Violations Calendar Year NONESSENTIAL
requesting the dismissal or fine reduction of parking citations. May include correspondence wit then OFM
Parking Violations. Destroy.
03 12 60632 | Credit Card Request Forms Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Forms filled out by university departments/offices requesting special credit ¢aaigan be used | Fiscal Year NONESSENTIAL
for parking on campus and charged to departmental budgets. then OPR
Destroy.
VICE PRESIDENT FOR FACIL Page49 of 163




WASHINGTON
Secretary of State

Washington State Archives

University of Washington Records Retention Sched

Version 2.2 (December022

/08/11/07/ Transportation Services: Sales and Administration

TransportationServices

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlzgggll\l'l:ll—looNN:C’)\IT?ON DESIGNATION
NUMBER (DAN)
00 05 59689 | Default Notice Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This series providesracord of copies of letters sent to individuals who have not responded to Month ESSENTIAL
tickets by default response date, Provides the individual with notification of the date the tickety then OPR
default and be turned over to a collection agency. Also informs individaalahce ticket defaults | pestroy.
their car will be subject to impound. Includes list of tickets incurred by individual as well as the
default date for each ticket. Also known as Default Judgment. As of August 2009, copies are n
longer being generated.
07 08 61599 | Excessive Citation Notice/Reports Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 This series provides a record of letters generatedéon permit holders about possible revocation Calendar Year NONESSENTIAL
of permit rights due to excessive parking citations. Also includes letters generated to revoke pg then OPR
rights and supporting citation history records (produced and provided by Parking Violations) th Destroy.
serve as beckup documentation.
00 05 59699 | Impound Packet Retain for 6 Years after Case NONARCHIVAL
Rev. 0 This serieprovides a record of impounds. These packets may include release from the towing Closed ESSENTIAL
company vendor, citation issues, registered owner printout, internal correspondence, etc. then OPR
Destroy.
894 44158 | Parking Permits, Approval and Distribution Retain for 6 Years afteEnd of NONARCHIVAL
Rev.0 | Documents requests for permits to park at the UW, regardless of campus. Includes parking pe Fiscal Year NONESSENTIAL
for construction, parking, disability parking, all game parking, carpool parking, President's Club then OPR
parking, short term and special permit parking, departmental out of area permits, etc. Also cor Destroy.
Allocation Authorization Letters.
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/08/11/07/ Transportation ServicesSales and Administration
Transportation Services

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

00 MM 59707 | Parking Violations Database Retain for 6 Years afteCitation NONARCHIVAL
Rev. 1 Database record of parking citations issued, appeals, and fines. Citations mppaeed directly | ISsued ESSENTIAL
into the database or may be handwritten and data entered. This series also includes older citg then OPR
which have not been entered into the database. Includes ticket number, time, location, officer, | pestroy.
Can be used to reproduce citations.
89 4 44162 | Payroll Deduction Approvals Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Authorizes monthly payroll deductions and/mrmination of deductions for employee's annual | Fiscal Year NONESSENTIAL
parking permit, carpool parking permit, commuter ticket and/or UPASS. Also includes a record| then OPR
reported lost or stolen permits. Destroy.
93 10 53195 | U-Pass Application Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides an application record to receive @blss on a quarterly/annual basis. Fiscal Year NONESSENTIAL
then OPR
Destroy.
93 10 53191 | Waiting List Files Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Computergenerated list providing a record of applicants offered a spacesireaific parking lot. | Fiscal Year ESSENTIAL
Includes name, social security number, and lot title. Also includes the initial application and then OPR
confirmation letters sent to employees upon parking lot assignment. Destroy.
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/08/12/01/ Transportation Services: Fleet Services & Maintenance
Transportation Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBI;TI'I:II—LDONN:(’:\ITI?ON DESIGNATION
NUMBER (DAN)
10 03 62118 |Underground Storage Tank Files Retain for 6 Years after End of ARCHIVAL
Rev. 0 This series provides a record of UW's compliance with regulatemrgding the installation, Calendar Year (Appraisal Required
maintenance and use of underground tanks for storing hazardous materials. May include insp then Esgg\R‘T'AL

logs, tank registration forms, training, repair records, etc. These records are not duplicates of V|
held by EH&S: Environmiah Programs Office, 34.05.03.

Transferto Archives for appraisa
and selective retention

10 04 62145 | Vehicle UtilizationRecords Retain for 6 Years after End of | NONARCHIVAL
Rev.1l Electronic source documentation used to generate the Vehicle Utilization Report which is sent| Fiscal Year NONESSENTIAL
Washington State Office of Financial Management quarterly. Includes Vehicle Utilization Resp| then OPR
forms, Utilization Review Response tracking spreadsheet and Waiver Request Letters, etc. Destroy.
/08/ 12/02/ TransportationServices Operations
Transportation Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

894 44179 | Daily Lot Count Retain for 3 Years after End of | NONARCHIVAL
Rev. 0 Daily tracking device to determine empty spaces in gzanking lot. Used for parking needs' Fiscal Year NONESSENTIAL
projections. This information is now electronic. then OFM
Destroy.
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/08/ 21/ Facilities:Project Delivery Group

Facilities Services

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS Dlgggill\"l:ll—looNN:C’I\IT?ON DESIGNATION
NUMBER (DAN)

10 06 62226 |Preservation, Renovation, and Modernization (PRAM) Files Retain for 10 Years after End of ARCHIVAL

Calendar Year

(Appraisal Required

Rev.0 This series provides a record of documents used as a resource in the planning and byutgetisg
for the preservation, renovation, and maintenance of UW Buildings for facilities management. | then ESSENTIAL
include Facman Reports, renewal programs, building audit information, biennium budggtal | Transferto Archives for appraisa OPR
and projected, major renovation planning, cost estiggtetc. and selective retention
/08/ 23/01/ Facilities: Campus Utilities
Facilities Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE?I\I'I:II-L)ONN:(;\IT?ON DESIGNATION
NUMBER (DAN)

03 03 60510

Confined Space Entry Permit (1219)

Retain for 1 Year after End of

NONARCHIVAL

Rev.1 Provides a record of approval to safefyter a confined space while being monitored. Per WAG 2| Calendar Year iwhich Permit NONESSENTIAL
80950006, Confined Space Entry Permits should be kept for one year in order to facilitate the | EXpires OPR
of the permitrequired confined space program. then
Destroy,.
98 07 58565 | Lock Out/Tag Out Report Retain for 3 Years after End of | NONARCHIVAL
Rev.0 | A maintenance file which provides a record of valves and switches involvepaiin work. Calendar Year NONESSENTIAL
then OFM
Destroy:.
VICE PRESIDENT FOR FACIL Pageb30f 163



WASHINGTON

Secretary of State University of Washington Records Retention Sched

Version 2.2 (December022

Washington State Archives

/08/ 24/ Facilities Regulated Materiad

Facilities Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;EII\I'I:II—IC())A%?I':])?\I DESIGNATION
NUMBER (DAN)
11 04 62450 | Air and Bulk Sample Lab Reports Retain for 30 Years after End of ARCHIVAL
Rev.1l This series providesrecord of lab reports for asbestos, lead testing, PCBs, and heavy metal | Calendar Year (Appraisal Required
compositions etc. This documents that the work in renovated buildings was completed correct| then ESSENTIAL
that the building is ready for occupation. Includes a record of lab reports reteiver to July 2010 | Transferto Archives for appraisa OPR
when the UW contracted out the air sampling and evaluation to consultants. Required as per ( 39 selective retention
specifically 29CFR1926.1101(n)(2)(iii) and tied to demolition of building. Archival status ensure
records will be preserved for the lifiete of the agency and therefore its buildings.
11 04 62452 | Air Samples Retain for 1 Year afterFinal NONARCHIVAL
Rev.1 This series provides a record of the physical sample taken during an abatement. The samples| Report Completed ESENTIAL
used to generate the Air and Bulk Sample Lab Reports as required per 29CFR1926.1101(n)(2] then OPR
Destroy.
11 04 62453 | Asbestosand Hazardous MaterialSurveys Retain for 30 Years afteEnd of ARCHIVAL
Rev.1l This series provides a record of surveys conducted at the University relating to asbestos, PCB Calendar Year (Appraisal Required
and heavy metals. They are completed prior to an abatenreontder to determine the scope of the then ESSENTIAL
ensures records will be preserved for the lifetime of the agency and therefore its buildings. and selective retention
96 02 56498 | Close Out Documents Retain for 30 Years afteBuilding ARCHIVAL
Rev.1l Required for major asbestos projects, provides a summary of events and activities followed du Demolished (Appraisal Required
the course of an asbestos abatement. Includes final project report, photographs, then ESSENTIAL
contractor/consultant daily work observation, waste/landfill receipts, PSAPCA notifications, Transferto Archives for appraisa OPR
representative area air monitoring, personnel air monitoring, worker training, contractor insurar gnd selective retention
certificates, pay applications, releases/waivershasits from contractor, etc.
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/09 Vice Presidenbf Hhance

/09/01/ Procurement Services

Procurement

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

01 08 60135 | Account Reconciliation Reports Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of reports extracted from FAS (database) for use in reconciliation of various Biennium NONESSENTIAL
accounts. Used internally for tracing problems and for research. Includes Ac&ayatisle Details | then OFM
Reports. (See DAN-G&46417 for source documents.) Destroy.
13 09 68451 | Cancelled Bids Retain for 1 Year afteBid NONARCHIVAL
Rev.0 | Biddocumentation received through a solicitation that was cancelled before the response due | Process Cancelled NONESSENTIAL
Includes vendor correspondence received prior to the cancellation as well as correspondence | then OPR
describing the cause of the cancellation. Does not include unopkiasd (Unopened bids are Destroy.
returned to the vendor)
93 05 52286 | Daily Input Control Logs (IA, IB, IC, ID, etc.) Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides record of batches of transactions processed. Includes for each batch: date processe Biennium NONESSENTIAL
batch number, number of transactions, and remarks or discount amount, use tax amount, net | then OFM
invoice amount, \arrant register number, etc. Includes for each batch: total dollar amount for th pegtroy.

batch, accepted dollar amount for the batch, and rejected dollar amount for the batch. Used tg
reconcile batch amount totals with FAS Batch Control Reports (AM10@0D9

01 08 60146 | Vendor Control Correspondence Retain for 1 Year after NONARCHIVAL
Rev. 0 Provides a record of vendor status at tdaiversity. Includes payment information and tax Superseded NONESSENTIAL
identification number. then OFM
Destroy.
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/09/0 1/ Procurement Services

Procurement
DISPOSITION
AUTHORITY DESCRIPTION RECORDS DIEE;@I\I‘I:IIWOONN:\C’I\IT?ON DESIGNATION
NUMBER (DAN)
22 0269647 |Vendor COVIR9 Vaccination Status Verification Records Retain for 6 Years after End of NONARCHIVAL
Rev. 0 Declaration records submittelly vendors documenting employee COMMvaccination status. | Fiscal Year in Which the Vaccin. NONESSENTIAL
Includes all employers of any suppliers, vendors, or contractors who may be working at a Univ Attestation Was Submitted OPR
of Washington location. Includes but is not limited to: declarations relating to vaccinstttus, then
Iists/log:_s of_employees documenting the verification of their vaccination status, evidence of-CC Destroy.
19 vaccinations.
/09/07/ ISCPayroll
Payroll
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUSNUUSH (N DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

10 06 62233 | PreWD:OPUS (Online Payroll Updating System) Retain for 50 Years after End of NONARCHIVAL
Rev.1l Provides a record of the UW online payroll system which allows a department to create/update Fiscalvear ESSENTIAL
payroll information on a new or existing employee. ORU&wvs a department to make updates then OPR
instantaneously and eliminates the need for a central office (Payroll) to enter payroll changes. Destroy.
updates and payroll changes include initial hires/rehires, distribution, budget number changes,
of absences andeparations. The system houses an employee's Payroll records; current and
historical including pay history and funding history. This covers records before the Workday
implementation in June 2017. OPUS data is now stored by TJWis accessible throughe UW IT
Bl Portal & EDW.
95 07 55565 | W2 Forms (Annual Earnings Statement) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Thisrecord, available electronically, summarizes annual earnings for all employees, and is crez Calendar Year NONESSENTIAL
tax purposes. Arranged by payroll distribution codes. then OFM
Destroy.
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/09/10/ Management Accounting and Analysis

Accounting

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

88 4 42079 | Faculty Effort Certification Retain for 12 Years after End of| NONARCHIVAL
Rev.l Documents certification by research faculty that their payroll distributions are a reasonable | Fiscal Yar ESSENTIAL
reflection of their actual effort. Also provides a record of mandatory, committed, and capgstd c | then OPR
sharing actually provided by research principle investigators on their grants and contracts. Incl Destroy.
Interim Cost Share Reports created when an FEC is not yet available for certifying the cost sh
effort.
87 7 40435 | Indirect Cost Study and Proposal Retain for 10 Years after Last ARCHIVAL
Rev. 0 A summary of information compileatcording to guidelines set by the Federal Office of Year of Current Rate (Appraisal Required
Management and Budget. Used to determine indirect cost rates charged to Grant and Contra¢ then NONESSENTIAL
budgets to cover depreciation, maintenance, administrative, and library costs. Transferto Archives for OPR
permanentretention
87 7 40437 | Indirect Cost Study Supporting Documentation Retain for 10 Years after Last NONARCHIVAL
Rev. 0 Provides background data which will be synthesized into and used to prepare the Indirect Cos{ Year of Current Rate NONESSENTIAL
Proposal. May include surveyibrary, space, staff; library studies; grant and contract payroll then OFM
reports; spacenventories; expense reports (AM407292 to AM4092e492); the 02 index Destroy.
(AM17349S01); student guarantees; cost sharing reports; equipment inventories; FTE and pay
statistics; title and account code indices; restricted fund expenditure reports.
07 04 61454 | Initial Approval of Cost Center Rates Retain for 6 Years after Approve  NONARCHIVAL
Rev.0 |Application materiasubmitted by UW Offices seeking approval to become UW Cost Centers. | Granted or Denied NONESSENTIAL
then OPR
Destroy.
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/09/10/ Management Accounting and Analysis

Accounting
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ?I\I'I:II-IOONN:\CII\IT?ON DESIGNATION
NUMBERDAN)
87 7 40434 | Rate Agreement/Colleges and Universities Retain for 10 Years after Last ARCHIVAL
Rev. 0 Provides a record of indirect cost rates for Grant and Contract budgets. Established by negotii Year of Current Rate (Appraisal Required
between the University and the Department of Human and Health Services, Division of Cost then ESEIED';T'AL
Allocation. Transferto Archives for appraisa
and selective retention
/09/11/ Student Fiscabervices
Student Services
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIONESNE DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

88 11 43121
Rev. 0

Bankruptcy Files

Provides record of debtors to the university who have declared bankruptcy. Used to determing
collectability of debt. Maynclude correspondence, worksheets, First Meeting of Creditors Notic
(Schedule of Debt), memos, discharge orders, etc.

Retain for 6 Years after
Dismissed or Discharged

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

96 02 56481 | Borrower's File Direct Loan Program Retain until Accepted By NONARCHIVAL
Rev. 0 Provides record of legal documents supporting individual student loans funded by the Direct L¢ S€rvicer NONESSENTIAL
Program. Once loan disbursement is authorized, promissorgsrate transferred to the custody ol then OFM
a central national servicer who becomes responsible for loan collection and maintenance. Destroy.
Pageb8of 163
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/09/11/ Student Fiscal Services

StudentServices

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBI;TIJSNN:QT?ON DESIGNATION
NUMBER (DAN)
90 01 45496 | Scholarship Files Retain for 6 Years after Ehof NONARCHIVAL
Rev. 0 IncludesDonor/Source of Funds, documentation of sponsor liability, sponsor correspondence, | Quarter ESSENTIAL
remittance copies of checks, and correspondence with students. Either physical checks or ima then OPR
CDROM received from the bank are maintained. Destroy.
96 MM 57108 | Tuition Account RecordStudent Database Retain for 6 Years after Last NONARCHIVAL
Rev.0 |The database which provides a comprehensive daigrd, by student number, of tuition and fee | Quarter of Enroliment NONESSENTIAL
charges, tuition related charges, payments, credits and refunds. Includes Teaching then OPR
Assistant/Research Assistant Fee Waiver Report (SASR010SA8011-R-02). Destroy.
89 10 45081 | UW Initiated LoansLegal Files Retain for 6 Years after Funds ARCHIVAL
Rev. 0 Documents the establishment and maintenance of institutional loan programs. Files provide th Dispersed (Appraisal Required
legal basis and justification for the establishment of the student loans initiated by the UW. then NONESSENTIAL
. . OPR
Transgr to Archives for appraisa
and selective retention
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/09/13/ Financial Accounting

Accounting

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

10 0362205 |Agency Budget Files Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of the establishment of certain types of Agency Accounts. May include Biennium NONESSENTIAL
correspondence, request, copies of BARs/BSRs. Agency Accouessadleshed for non UW entitiey  then OPR
who have an agreement to use the UW accounting system. Destroy.
86 3 36135 | Allotment and Expenditure Reports Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a monthly summary received from CAFR & AFR reporting transmittal and allotment s Month NON%SPSRENTIAL
Uses for review and reconciliation purposes. then
Destroy.
86 336136 |Annual Financial Reports (AFRs) Cash Receipts Journal Summary Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Lists offices that send revenue to téate Treasurer's office in Olympia. Month NONESSENTIAL
then OPR
Destroy.
10 03 62207 | Annual Financial Statement Workpapers Retain for 6 Years after End of ARCHIVAL
Rev. 0 This series provides a record of various spreadsheets, worksheets, and reports extracted from Fiscal Year (Appraisal Required
and received from other University offices which are combined with information from the then NONESSENTIAL
Developnent office to prepare the University of Washington Audited Annual Report. Transferto Archives for appraisa OPR
and selective retention
10 03 62206 |Biennium Close Records Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Extracted from Financial Accounting System, provides a summary of how the system looked a Biennium NONESSENTIAL
close of each biennium. Used to reconcile accounts, to trace clpsabdems, and to review then OPR
individual accounts. Includes adjusting and closing entries, adjusted trial balance report, etc. | pestroy.
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/09/13/ Financial Accounting

Accounting
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll—looNN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
10 03 62209 | Integrated PostSecondary Educational Data System Reports (IPEDS) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Comprised of reports submitted annually to the Dept. of Education through the Integrated Fiscal Year NONESSENTIAL
PostSecondary Educational Data System. Includes Financial Information statement and supp| then OPR
workpapers. Destroy.
10 03 62208 | Interest Allocation Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a record of allocation of interest earned through-eadowedgifts, etc. Includes Fiscal Year NONESSENTIAL
supporting workpapers. then OPR
Destroy.
10 03 62210 | Payroll Load Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Spreadsheets, backup documents and reports used to calculate annual payroll benefit rates by Fiscal Year ESSENTIAL
employee classification. Part of indirect cost allocation. then OPR
Destroy.
87 4 39822 |Report of Revenue Transfers and Receipts (AM29280, 231) Retain for 6 Years after End of | NONARCHIVAL
Rev.0 | Summaries of funds received by current month and by revenue code. Filed with Univensitgl | Fiscal Year NONESSENTIAL
Report. then OPR
Destroy.
86 336134 | Summary of Allotment Status Report (AM286206----260) Retain for 6 Years after End of | NONARCHIVAL
Rev. 0 Provides a monthly summary of allotment and expenditures of budgets. Used in preparing fine Month NONESSENTIAL
reports and in reconciling fiscal statements from the State Treasurer's Office in Olympia. then OPR
Destroy.
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/10/ Office of Vice President for Human Resources
/10/02/ CompensatiorOffice

Human Resources

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II-LDONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
05 11 61019 | Compensation Plan Retain for 6 Years after ARCHIVAL
Rev.0 Record of the job specifications and pay scales for classified staff at the University of Washing| Authorized Adjustments (Appraisal Required
then ESSENTIAL
. . OPR
Transferto Archives for appraisa
and selective retention
05 11 61023 | Legislative Salary Adjustments Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Background files regarding the allocation of salary funds from the state. Files dochavesalary |Biennium NONESSENTIAL
adjustments are to be distributed among a departments' staff. Includes costing, estimating, then OFM

legislative background, HEPPS database printouts, staff listings, salary surveys, etc. Destroy.
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/10/0 3/ Human Resources Operations

Human Resources

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

01 02 60023
Rev.1l

Official EmployeeMedical File

Provide record of information obtained regarding the current;gwing, or previous history of an
employee's medical condition as needed to provide eccenmodation. May also include
information regarding accidents/incidents or exposure to hazardous chemicals. Medical condi
history of an employee considered to have a medical disability. May also include information
regarding accidents/incidentsr exposure to hazardous chemicals. Per 29 CFR 1630.14 (Ameri
with Disabilities Act), this information must be retained separately from the employee's person
folder and maintained in a locked file cabinet with restricted access. Note: Notgyes have
a Medical File.

Retain for 50 Years after
Termination ofEmployment

then
Destroy.

NONARCHIVAL
ESSENTIAL
OFM

/10/05/ Labor Relation©ffice

Human Resources

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

09 07 62081 | Public Employment Relations Commission Files Retain for 6 Years after Case NONARCHIVAL
Rev.l Provides a record of work with the Public Employment Relations Comm{&E#RC) to resolve unfg Decided NONESSENTIAL
labor practices, unit classifications, and representation rights. May include: correspondence, r¢ then OPR
etc. Destroy.
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/10/0 7/ Benefits

Human Resources

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—looNN:\C’I\IT?ON DESIGNATION
NUMBER (DAN)
95 10 56097 | Trial Balance-General Ledger Retain until End of Biennium ARCHIVAL
Rev. 0 Provides a monthly summary and balance of financial activity for Retirement and Insurance. then (Appraisal Required
Indicates liability for payments to retirement and insurance systems. Transferto Archives for appraisa NONEIS:fAENTlAL
and selective retention
/10/0 8/ HRIS (Human Resource Information Systems)
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;?I\I'I:II—BC)AI\ICI:?E)[I)\I DESIGNATION
NUMBER (DAN)
06 06 61213 |OWLS Retain for 50 Years after NONARCHIVAL
Rev. 0 Provides a record of information contained in the UW Online Work and Leave System. OWLS | Termination ofEmployment ESSENTIAL
computer based tracking system that departmerttaiekeepers use to track leave accrual for then OPR
classified and professional staff. OWLS was developed through the HR and Payroll USER Pro pestroy.
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/10/0 9/ Disability Service®ffice

Human Resources

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlgggill\l'l:ll—looNN:C’I\IT?ON DESIGNATION
NUMBER (DAN)
00 03 59580 | Accommodation Case Files and Consultations (After 11/10/97) Retain for 6 Years after File NONARCHIVAL
Rev. 0 Provides a record of equipment purchased, modifications made to work spaces, and/or specia Closed NONESSENTIAL
measures taken for faculty, staff or the general public who need special accommodation dlitglis| then OPR
parking/ transportation. May include job analysis, correspondence, notes, memoranda, etc. Destroy.
/10/ 10/ UW Work/Life Office
Human Resources
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE?I\I'I:II—L?NN:('Z\]T[I)ON DESIGNATION
NUMBER (DAN)
09 07 62071 |Parent Standing Verification Retain for 1 Year afteEnd of NONARCHIVAL
Rev.0 |This series provides a verification of parents whosiuglents at the University of Washington and| Academic Year NONESSENTIAL
are eligible for child care benefits at participating child care centers. then OFM
Destroy.
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/10/ 11/ Violence Prevention Respong&rogram
Human Resources

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

10 04 62132
Rev. 0

Violence Prevention Response Program Case Files

May include action plans, reports, and supporting documentation, letéhtronic and hard copy,
regarding the issue, such as stalking, harassment, etc.

Retain for 6 Years after Case

This series provides a record of cases being managed by the Violence Prevention Response H Closed

then
Destroy.

NONARCHIVAL
ESSENTIAL
OPR
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/11/ Vice President for Development and Alumni Relations

/11/05/ Development & Alumni Relations: Information Management
Development

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIgEgiT'TTI'OONN :C'\'T'?ON DESIGNATION
NUMBER (DAN)

0511 61112 | ADVANCE Database Retain until Superseded NONARCHIVAL
Rev. 0 ADVANCE is used to record information about University relationships with alumni and donors then ESSENTIAL
make the information available to University staff. Includes biographical information on Univer| pestroy. OFM

graduates and donors. Also includes donation informatiat ts used only for solicitation purpose
This office is not responsible for any accounting functions. Gift Processing (record group 11.0
Retairs auditable records surrounding donations. The department on the recetvidgf the gift is
responsible for managing any stipulations on how each donation to the University is used.

05 11 61029 | Campaign Reports Retain for 6 Years after End of ARCHIVAL
Rev. 0 Summarizes giving to the University during the campaign period based on campaign counting | Campaign (Appraisal Required
standards. These reports are included in the monthly Report of Contributions that is sent to an| then NONESSENTIAL
approved by the Board of Regents wisadesponsible for receiving all gifts to the University. Transferto Archives for appraisa OFM

and selective retention

93 03 52076 | Report of Contributions (ROC) Retain for 6 Years after End of ARCHIVAL
Rev. 0 Provides a summary of the total number of gifts (both cash andaasih) received by the Universit| Calendar Year (Appraisal Required
during the year. The report sbmitted to the Board of Regents who must approve the receipt @ then NONESSENTIAL
gifts to the University. Transferto Archives for appraisa OPR

and selective retention
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/12/ UW Technology AdministratiofAssociate VP
/12/00/01/ UW Technology: Business Continuity: URC (Unit Response Centers)

Technology Services

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DIEEBIEII\I'I:II—IOONN:C’:\ITI?ON DESIGNATION
NUMBER (DAN)
16 06 68992 | Responder Incident/Event Packet Retain for 6 Years after End of ARCHIVAL
Rev. 0 Provides a record of responses to incidents/events by lWWRC responders. Applied to partial o Fiscal Year Incident/Event Was | (Appraisal Required
full activations. Documentation is used for internal reference, training new responders, and (jf Resolved NONESSENTIAL
needed) for FEMA documentation. Includee Common Operating Picture and correspondence| then OPR

relating to the incident or event. Depending on the size and scope of the incident or event, oth¢ Transferto Archives for appraisa
documents, such as an Incident Action Plan, may be added to the response records as deeme 5,4 selective retention
necessary by theW-IT URC Manager.

/12/09/ Office of the CISO

Technology Services

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiT'TTlg)NN :é\'T'?ON DESIGNATION
NUMBER (DAN)

05 03 60828 | Incidents Retain for 2 Years after UW NONARCHIVAL
Rev.l Records related to information security or privacy incidents that do not include a breach of | InvestigationComplete NONESSENTIAL
confidential information, notification to affected individuals, and/or reporting to a third party etc] then OFM
required by federal or state laws and regulations. Inesichcidents spanning multiple UW Destroy.

jurisdictions. Based on the type of information security or privacy incident and the organizatior
area in which it occurred (see APS 2.5 Incident Management Policy for additional information)
official copy reside® one of the following offices:

UW Office of the Chief Information Security Officer
UW Medicine Compliance

Office of Research

UW Medicine IT Services

Health Sciences Administration

UW Privacy Office
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/12/ 11/ UW-IT: Identity and Acces$lanagement

Technology Services

DISPOSITION

AUTHORITY DESCRIPTION OF RECORDS DISE;EII\I'I:II—S)NN:\C')\]T?ON DESIGNATION
NUMBER (DAN)

20 02 69490 |Access Control- Audit Logs Retain for 30 Daysafter End of NONARCHIVAL

Rev. 0

Records produced by access control systems and processes that enforce technical authentica
authorization controls for access to institutional information agdtems. Includes system and au
logs that capture changes to permission settings and configuration to enforce access controls;
system and audit logs for authentication events, authorization events, and other events related
access to institutional iefmation and system.

Month
then

Destroy.

NONESSENTIAL
OFM

20 02069491

Audit of Systems Access

Retain for 1 Year after Close of

NONARCHIVAL

Rev. 0 Provides a record of the results aftivities to reestablish that access to institutional information & Audit NONESSENTIAL
systems is appropriate. May include audits of system access, access reviewsgarttications then OFM
and attestations of appropriate access. Destroy.
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/13/ Vice Provost folContinuum College

/13/08/05/ Continuum Collegelnternational Outreach Program
Outreach
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II-LDONN:(’:\IT?ON DESIGNATION
NUMBER (DAN)
88 12 43437 | Student Visa Records-H Retain for 6 Years after NONARCHIVAL
Rev.1 Provides proof of acceptance of student to educational program and student financial guarante COmpletion of Program NONESSENTIAL
Includes Visa Eligibility Forra2Q@) verified by United States Embassy. then OFM
Destroy.
/13/08/08/ Continuum CollegeSummer Quarter
Program Support
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEBI;'I\I'I:II-SDNN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
88 11 43134 | Summer Quarter Budget Workingiles Retain for 6 Years after End of ARCHIVAL
Rev. 1 Assembly, analysis, and approval of budgets for summer quarter at the University for most cou Summer Quarter (Appraisal Required
from Bothell, Seattleand Tacoma campuses. Departments, schools, and colleges enter estimg then NONESSENTIAL
ins_tructiona_l salaries and related costs into an online budgeting system which is accessed by t| Transferto Archives for appraisa OFM
office for this process. and selective retention
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114/ 1ICA

/14/01/ ICA: Director

Intercollegiate Athletics

Penalty Structure Committee, NCAA Honors Committee, etc. Contains reports, corresponden
memorandi, minutes, etc.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBETI'I:II—LDONN:(’:\IT?ON DESIGNATION
NUMBER (DAN)
93 05 52305 |NCAA Retain for 10 Years after End of ARCHIVAL
Rev. 0 Provides a record of the departmentelationship with the NCAA. Includes Compliance Certifica Calendar Year (Appraisal Required
for Staff Members, NCAA Legislation, NCAA Revenue Distribution Plan, NCAA Self Studies, N then NONEIS:fAENTlAL

Transferto Archives for appraisa
and selective retention

93 05 52307 | Ticket Files

Retain for 5 Years after End of

NONARCHIVAL

NUMBER (DAN)

Rev. 0 Provides a record of ticket allotment received from the ICA Ticket Office which may be distribul Calendar Year NONESSENTIAL
appropriate. then OFM
Destroy.
/14/04/ ICA: Ticket Office
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS REUENION A41D) DESIGNATION

DISPOSITION ACTION

93 09 53040 |Husky Season Ticket Renewal Applications
Rev.1 Provides a record of renewal applications for Husky sporting events (basketball, football, etc.)

Retain for 1 Year after End of
Seaason

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM
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/14/0 4/ ICA: Ticket Office

IntercollegiateAthletics

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzgg?l\l'l:ll—lOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
93 09 53038 | Tickets:Year End Stock Retain for 6 Months after Audit | NONARCHIVAL
Rev.l Paper stock used for the printiraf football and basketball tickets. May include printed or voided | then NONESSENTIAL
tickets. For example, this could include tickets that were unclaimed at will call. Destroy, OFM
/14/0 6/ ICA: TrainingRoom
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RIENIONESNE DESIGNATION

NUMBER (DAN)

DISPOSITION ACTION

90 02 45858
Rev. 0

Athlete Medical Files (Expired)

Provides record of medical history for each UW athlete. May include medical history, HIPAA fg
injury report forms, notes, registration forms, correspondence, therapy records, progress notes
doctor visits physical examinations, consent forms for medical procedures and acknowledgemg
potential injury forms.

Retain for 7 Years after End of
Eligibility

then
Destroy:.

NONARCHIVAL
ESSENTIAL
OPR

90 02 45859
Rev.1

Presagia Molitoring System

Tracks athletes by sport and status. Includes medical summary, diagnosis, medical arrangeme
insurance, referrals to doctor, medication logs, injuries (resolved and unresolved), medical test
procedures, surgeries, and inoculations. Also includes: personal information (such as address
parent contact information. Includes athletic summary, concussion and baselines, daily summg
each sport of athletes' status for practice (i.e. fulligity, limited activity or no activity for each
participant).

Retain for 7 Years after End of
Academic Yedn Which
Eligibility Ended

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR
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/14/0 8/ ICA: Head Football Coach

Intercollegiate Athletics

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBI;'I\I'I:II—IOONN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
93 03 52066 |Bowl Notebooks Retain for 2 Years after End of ARCHIVAL
Rev. 0 Provides a record of specifitrategies used in response to opponents at bowl games. Also Game (Appraisal Required
documents arrangements made for bowl games. Includes game plans, practice plans, meetin{ then NONESSENTIAL
itineraries, plane lists, team rosters, etc. Transferto Archives for appraisa OFM
and selective retention.
93 03 52067 | Fall Notebooks Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of planning for the upcoming seadasludes practice plans, notes of meetings| Calendar Year NONESSENTIAL
with coaches, notes of meetings with the football team, notes of meetings with seniors, etc. then OFM
Destroy.
93 03 52065 | Game Plans Retain for 2 Years after Season ARCHIVAL
Rev. 0 Provides a record of individual game strategies in direct response to a specific opposing team. then (Appraisal Required
documents arrangements made for each game. Includes dre#megary, plane lists, team rostery Transferto Archives for appraisa NONESSENTIAL
etc. and selective retention OFM
93 03 52064 | Playbooks Retain for 2 Years after Season ARCHIVAL
Rev. 0 Provides a record of play strategies for each position. Playbooks are updated on a yearly basi then (Appraisal Required
. . NONESSENTIAL
Transferto Archives for appraisa OFM
and selective retention
93 03 52062 | Players Files Retain for 5 Years after Last NONARCHIVAL
Rev. 0 Provides a record of the current football team and of individual students who have associated | Contact ESSENTIAL
themselveswith the team. May include: student questionnaire, correspondence, notes, letters| then OFM
recommendation, etc. Destroy.
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/14/08/ ICA:

Head Football Coach

Intercollegiate Athletics

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

NONARCHIVAL

93 03 52063 | Players FilesCompleted Eligibility Retain for 5 Years after Last
Rev. 0 Provides a record of individual members of the football team who have completed their eligibilil Contact ESSENTIAL
May include: correspondence, notes, student questionnaire, etc. then OFM
Destroy.
93 03 52068 | Spring Notebooks Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides a record of continued planning for the season. Includes practice plans, notes of mee| Calendar Year NONESSENTIAL
with coaches, notes afieetings with the football team, notes of meetings with seniors, etc. then OFM
Destroy.
/14/ 10/ ICA: Compliance Office
Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIESEII\I'I:II-L())NN:(;\IT?ON DESIGNATION
NUMBERDAN)
12 12 68378 | ICA: Investigations Retain for 10 Years after NONARCHIVAL
Rev. 0 This record documents investigations regarding a coach, student, or progréindirifys result in a | Investigation Completed /Final | NONESSENTIAL
Action Taken OPR

violation, the record becomes a Violation record.

then
Destroy.
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/14/10/ ICA: Compliance Office

Intercollegiate Athletics
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll-looNN:\C’?\ITl?ON DESIGNATION
NUMBER (DAN)
93 03 52099 | ICA: Squad Lists Retain for 10 Years after ARCHIVAL
Rev.0 |Updated on a monthly basithis series documents student athletic careers and team participatig Superseded (Appraisal Required
the University of Washington. then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
12 12 68379 | ICA: Student Compliance FildPR Points Retain for 10 Years after NONARCHIVAL
Rev.0 | Created when student received an aid package but left the University without graduating. Thes Graduation or Last Contact NONESSENTIAL
students may return aytime in the future to complete their degree which positively affects the Al then OPR
points awarded the University. Destroy.
12 12 68380 |ICA: Violations Retain for 10 Years after ARCHIVAL
Rev.0 | This record documents investigations which resulted in a NCAA and/or PAC 12 violation and it Sanction Received (Appraisal Required
resolution then NONESSENTIAL
Transferto Archives for appraisa OPR
and selective retention
12 12 68381 |ICA: Waivers Retain for 10 Years after End off NONARCHIVAL
Rev.0 | These record documents any type of waiver requested but not necesgeaiiyed by the University | Academic Year NONESSENTIAL
for a coach, staff member, player or program. then OPR
Destroy.
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/15/ Vice Presidentfor Student Life

/15/01/ Office of the University Registralmdministration
Registrar

DISPOSITION
AUTHORITY
NUMBER (DAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

NONARCHIVAL

93 09 53036 | FraudFiles Retain for 6 Years after Case
Rev. 0 Provide record of cases of fraud related to student records such as fraudulent diplomas, grade Resolved ESSENTIAL
transcripts, etclncludes correspondence, background/support documentation, copies of materii then OPR
etc. Destroy.
221269677 |Religious Accommodation Forms Retain for 1 Quarter after End of NONARCHIVAL
Rev. 0 Used when students officially request ancommodation in one or more classes per the UW Quarter NONESSENTIAL
Religious Accommodation Policy, Religious Accommodation Forms document religious then OFM
accommodation requests submitted by a student through the Office of the University Registrar Destroy.
Exports are received by the Rdgas each quarter after the end of the deadline to submit the forn
/15/01/03/ Office of the University RegistraResidence Classification Office
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIFSQIEEI;'I\I'I:II—IC())NN:(Q\IT?ON DESIGNATION
NUMBER (DAN)
93 09 53060 | Immigration/Citizenship Status Change Retain for 1 Year after End of NONARCHIVAL
Rev. 1 Providesarecor8 T G KS NBOfFaaATAOIGA2Y 27F | & dzR §yCalendar Year NONESSENTIAL
then OFM
Destroy.
VICE PRESIDENT F{
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/15/01/ 04/ Office of the University RegistratGraduation and Academic Records

Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\lﬁlooNN:\é\lT?ON DESIGNATION
NUMBER (DAN)
86 6 36955 | Application for Credit by Exam Retain for 1 Year after End of NONARCHIVAL
Rev.0 | Provides record atudent application and eligibility to take exams for credit without enrolling in | Quarter NONESSENTIAL
course. then OFM
Destroy.
93 09 53001 | Diploma Replacement Order Retain for 6 Years after End of | NONARCHIVAL
Rev.1 Provides record of request for a replacement diploma. Form includes payment amount receive Quarter NONESSENTIAL
then OPR
Destroy.
93 09 53002 | Diplomas-- Not Received Retain for 2 Years after End of | NONARCHIVAL
Rev. 0 Provides record of diplomas not retrieved by the students who earned them. Academic Year NONESSENTIAL
then OFM
Destroy.
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/15/01/ 06/ Office of the University RegistraRegistration and Transcripts Office
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggill\l'l:ll-lc?NN:C’Z\IT?ON DESIGNATION
NUMBER (DAN)
93 09 52990 | Late Add Registratiouthorization Retain for 5 Months after End of NONARCHIVAL
Rev. 0 Provides record of courses approved for adding after tenth class day. Quarter NONESSENTIAL
then OFM
Destroy.
09 07 62070 |Permit to Register for Out of Quarter Course (@ftQuarter Card) Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides record of authorization from a department for a student to register in a couasésth Quarter NONESSENTIAL
approved for a quarter but not offered in the Time Schedule. then OFM
Destroy.
86 6 36946 | Transcript Order Form Retain for 1 Year after End of NONARCHIVAL
Rev. 0 Provides authority by student to issue transcript. Month NONESSENTIAL
then OFM
Destroy.
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/15/01/ 09/ Office of the University RegistraDegree Audit Reporting System (DARS)
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBEII\I'I:II—L)ONN:(’Z\IT?ON DESIGNATION
NUMBER (DAN)
99 11 59376 | DARS Batch ReporOnline Retain for 1 Month after Report | NONARCHIVAL
Rev.l Report identifies which classes fit into particutaquirements for a student's major or area of Run NONESSENTIAL
studies and which areas require additional classes. Reports can be printed into hardcopy forn| then OFM
when requested. Destroy.
/15/01/ 10/ Office of the University RegistratGeneral Catalog and Curriculum
Registrar
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE;?I\I'I:TOONN:(':\]T[I)ON DESIGNATION
NUMBER (DAN)
01 03 60056 | CurriculumProgramProposals- Approved Retain for 2 Years afteProgram ARCHIVAL
Rev.1 Provides documentation of the planning and development of an approved academic program. | Dropped (Appraisal Required
Includes departmental proposals and supportpapers (program descriptions, faculty data, etc.) ¢ then NONESSENTIAL
well as UoW 1503, Creating and Changing Academic Programs Form. Kuali Student Curriculu| Tyansferto Archives for OFM
Management module will be the system of record for these proposals. This series includes apf permanentretention
denied, and whdrawn proposals.
93 09 52982 | Curriculum Report (Quarterly) Retain for 3 Years after End of ARCHIVAL
Rev. 0 Provides comprehensive computer listing (by department and course number) of all approved | Quarter (Appraisal Required
courses currently offered by academic departments. Kuali Student Curriculum Management iy then NONESSENTIAL
will be the system of record for this information. Transferto Archives for appraisa OFM
and selective retention
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